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About this Tutorial

This tutorial was developed to take budget staff through the sequential steps of building an initial
allotment submittal using The Allotment System (TALS) Allotment Management and Review (AMR).
The sample allotment submittal created in this tutorial is developed using the most basic features of
TALS AMR. It is recommended that users with the various TALS AMR security access levels (Budget
Operations, Edit Access, and Read-only) should complete this tutorial. The tutorial will outline
differences in access and system usage based on security level where it applies.

The tutorial can be used in a formal training session, for individual practice, or for developing the
agency allotment submittal. Some tutorial conventions:

= Actual values to be entered when using for training or for practice are highlighted.
= Functions to use will be in Bold.

= |f using on your own, please use your judgment to determine values to be used for practice or
actual allotment development.

= Each task is preceded by a brief explanation of the task, its importance in your allotment
development, and general business rules.

= Specific business rules and recommendations for entering your allotment submittals are
denoted with a [ under the task.

= Additionally, Appendix 1 contains a central listing of all the business rules.

Every effort is made to ensure that the TALS AMR tutorial and OFM Allotment Instructions agree in
every way. In cases where a discrepancy exists, the OFM Allotment Instructions take precedence. The
OFM Allotment Instructions can be found at http://www.ofm.wa.gov/budget/instructions/default.asp

The TALS AMR Tutorial is available online in the BASS Help Library at:

https://budgetlogon.ofm.wa.qgov/library/default.htm

The library may also be accessed by the help links available in all BASS applications. You can also
contact the Department of Enterprise Services (DES) Solutions Center at (360) 407-9100 or e-mail the
DES Solutions Center at solutioncenter@des.wa.gov.



http://www.ofm.wa.gov/budget/instructions/default.asp
https://budgetlogon.ofm.wa.gov/library/default.htm
file://Filedepot.eClient.wa.lcl/DES/ETS/Infrastructure/Solutions-Center/SA/User%20Documentation/Budget/solutioncenter@des.wa.gov

Getting Started — Logging on to TALS and System Navigation

1. Open Internet Explorer and enter the login address:
a. https://budgetlogon.ofm.wa.gov/Logon.aspx
If in a training session, use the link provided in class.

2. Use your login ID and password to log in to BASS. If you do not have a login ID and
password, a link to the security form can be found on the BASS login screen.
If in a training session, use the login ID and password provided in class.

3. Select the pie chart icon for TALS AMR (The Allotment System — Allotment Management and
Review).

Offic

Tl aageen L0GOUTE@
Budget Portfolio Systems HELP @

You have been authorized to use the following systems:

Results through Performance Management System

Release Data To OFM

Administer System Security

Budget Reporting System (VRS)

&
)

&
‘%

Salary Projection System

G The Allotment System - Allotment Management & Review
| T

T Budget Development System

TM Capital Budgeting System

Return to Logon Screen



https://budgetlogon.ofm.wa.gov/Logon.aspx

All navigation bars and selection tabs are in the same place on every page. The selection tabs run
horizontally across the top of each screen, allowing for the selection of screen features and system
navigation. Shortcut links on the application tab bar (3) and the breadcrumb bar (4) allow for the
ability to “jump” to previously viewed pages without using the browser Back button.

How to Disable Pop-Up Blockers
Note: In order for the application to work, you must disable your pop up blocker for this site. The

easiest way to do this if your security is set to block pop ups, is to take the following actions when the
message below appears as you try to work in the application:

Pop-up blocked, Ta see this pop-up o additional options dlick here,

Wiew Pachet Lict 0 | £ Ry
View Packet List = Allatment Cading Structures Thomas Heichelbech : 001 - Skate Revenue for Distribution

[SIC I Cash Dishursements | CashRecepts | Revenue

Packet Number: 0004 Status: Draft Purpose: Cperating Unanticipated Receipts

Rows Load

Add Update Delete Dielete Al Allot, Detals Camments Copy.

Progran Indes m AFRS Projact AFRS Sub-Prajact m Budgat Unit Budget Activity m

There are currently no coding structures in this component for the selected packet,

Pop-up blocked, To see this pop-up or additional options click here. .

Click on
appear:

and the following choices will

Temparatily Allow Pop-ups
Always Allow Pop-ups fram This Sike. .
Settings b

InfFormation Bar Help

Choose “Always Allow Pop-ups from this Site...” This will put the site in your security settings
automatically.



Or, while in Internet Explorer, select Tools, Pop-up Blocker, and Pop-up Blocker Settings as seen
below:

File  Edit  Wiew  Favoarites Help
2 Mail and Mews 3 h n e
e Back - '\.) B Turn OfF Pop-up Blocker

Manage Add-ons. .. Pop-up Bl
Svnchronize. ..
Windows Update

| i

Address |@ http:f/qabass.ofm,

aun Java Console

Wiew Packet List

Internet Options. ..

—

Bienniurnm | 2007-09 W |

This will bring you to the following:

Pop-up Blocker Settings |X

Exceptionz

Pop-ups are currently blocked. *vou can allow pop-ups from specific
Yweb sites by adding the site to the lizt below.

Addrezz of Web zite to allow:

|www.u:ufm.wa.gu:uv | [ Add
Allowed zites:
Remove
Remowve All

Matifizations and Filker Lewvel

Flay a zound when a pop-up iz blocked.
Show Information Bar when a pop-up iz blocked.

Filter Level:

| b ediurm: Block most automatic pop-upz w |

FPop-up Blocker FAL

Type in under the “Address of Web Site to allow:” bass.ofm.wa.gov or fortress.wa.gov and click Add.
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Key Navigation Features

3 BASS | TALS | AMR | View Packet List - Microsoft Internet Explorer

(B it vien Favoites Took Help #
. . A Q. ]

_ ) Back @ @ @@ ,OSeardn %Favmt&s 6‘@ ;% " | Dﬁfa

¢ Address ‘a ittp: fofmapoly400 BASSWER _ga TALS /AMR PacketManagement VienPackets. aspx .V;‘ Go
{0 €345 5205 €] tone-BudgetPrtloTeam o P ] Logn o Tesack Wi ] OFM -ntanet Honepage CQuat & §-

Wibackt i [ UserBO Tester2 105 - Office of Financil Management
Benum | 00705 % Rows 10 ¥ AR Pre-Reesse Edts ¥][Ren
Status Program Exp CashDish Cash Recpt Rev Explanation Internal Comment  Last Update Creator

D 0057 Operating Initial Allatment wiendi test Draft v Gunther, Wendi  Gunther, Wendi

0O 6 3 Qperating Intial Allctment Font sz test packet Drst 020-Budgst ¥ ¥ v v Tester?, UserEA  Tester, Superlser

O 0055 (Operting Govarnar's Cash Defict Reductions Draft v v McGrath, Sharlene  Corbin, Saral

d 05 Opsrsting Unanticipated Receipts Test Adjustment Month Drt v v Overman, At Overmen, Art

D i3 (Operating éth Qtr Adjustments Test Adjustment Month for FYi Approp  Draft v v McGrath, Sharlene  Qverman, Art

0O 6 032 Operating Unantcipated Recsipts Test PDF Link in Eal Drsh v Overman, At Overmzn, Art

O 6@ o Opersting Unanticipated Receipts Test PDF Link in Emai Pending v v Adrmin, AMR Qvrman, Art

0 050 Operating Initil Allotment st Draft v McGrath, Sharkns  McGrath, Shariene

D 049 Operating 4th Qtr Adjustments Test Adj Month Draft v Qverman, Art Qvzrman, At

d 48 Opersting Internal Adjustments Test FM Posting of Adjustment Amount  Drft Overman, At Overmen, Art

{ 2005-2008 Washington State Office of Financial Management
Budget and Allctment Support System (BASS) : AlphaQA

1. Internet browser navigation buttons. Note: The BASS suite of applications does not
support the use of internet browser navigation buttons, i.e. ‘back arrow’ and ‘forward arrow’.
You should avoid using the back arrow and forward arrow buttons available on your web
browser tool bar when working in BASS. Using these buttons will give unpredictable results
depending on the screen you are on when used.

2. Page Header includes Application Title (Allotment Management & Review) and Logout
Link. Note: It is extremely important to properly logout of the system when not in use.
There is a timeout provision included in the system. If your session is inactive for 120 minutes
the system will time you out. Your packet may be flagged as “in use.” If you login again with
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the same user ID it will clear the in use flag and you will be able to access your packet. The in
use flag will be removed nightly. You will know a packet has been flagged as in use when you
try to work with it and it the system tells you that someone is using it.

3. Application Tab Bar is always available, and includes a tab for each major functional area in
the system including View Packet List, Online Views, Enterprise Reporting, and Charts.

e The View Packet List tab enables you to view a list of the agency’s allotment packets
for the biennium and to navigate to all the detail related to a chosen packet.

e The Online Views tab allows you to view allotment data for analytical purposes. See
Lesson 11 — Online Views for more information.

e The Enterprise Reporting tab opens up the Enterprise Reporting login page. See
Lesson 15 — Reports for more information.

e The Charts tab allows you to run a variety of charts displaying allotment (pending,
review and approved packet information only) vs. actual data. See Lesson 14 — Chart
Features for more information.

4. Breadcrumb Bar serves as a trail to navigate back to any previously viewed screen in the
application. The breadcrumb bar is dynamic in that any given page will show a different
breadcrumb trail based on how the page was reached.

Closer look at Breadcrumbs below:

Wi,
View Packet List = Yiew Packet Header = Allatment Coding Structures

Expenditures Cash Disbursements | Cash Receipts | Revenue

Biennium: 2007-09 Packet Number: 000z Status: 2pproved

Biennium Selection Box—allows you to choose which biennium you wish to work with.

Row Selection Box—allows you to choose how many rows of data you would like to see with
the choice of 10, 20, 30 or All. This makes it so you can scroll to choose a packet rather than
go from page to page. Note: The row selection box can be found on the view packet list,
allotment coding structure and allotment details screens.

7. Biennium and Row Load Button—after you choose the biennium and number of rows you
would like to see; you must hit the Load button to get what you asked for.

8. BASS Contact, BASS Help and Logout -- includes BASS Home link which takes you to the
BASS system main menu page, Contact BASS link which tells how to contact the BASS help
staff, and BASS Help link which takes you to BASS Help documentation.

10



LESSON 1 - PREPARE AN ALLOTMENT PACKET
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Lesson 1, Task 1 — Establish an AMR Allotment Packet

Allotments are detailed plans (or amendments to plans) of the scheduled revenues and expenditures
authorized in the budget and the related cash receipts and cash disbursements. Agencies submit these
allotment plans to OFM for review using the TALS AMR system. Prior to entering new allotment
data into AMR, the agency needs to establish a new allotment packet. An allotment packet is a
container in which allotment records are created for a specific allotment purpose.

The Add Packet feature creates a new allotment packet on the View Packet List screen. This packet
will be assigned a system generated four digit number used to identify the allotment packet and will
display descriptive information pertaining to the packet. Note: This feature is not available for
those with read only security access.

The following steps will take you through entering the new allotment packet with the appropriate
packet descriptive elements, adding narrative comments that support the allotment, as well as, adding
attachments that will be needed by an OFM budget analyst in the allotment review process.

After Logging in to TALS AMR, the View Packet List screen is displayed. See below.

: Contac 3435

Allotment Management & Review Bt

Logout

I - = - [ ey e

Vievi Packet Lig UserBO Tester? ¢ 105 - Offce of Financial Management
Biennium | 20709 ¥ Rows| 10 ¥ Load AMR Pre-Relass Edts ¥ | Run

Vievi Packet || Add Packat || Update Packet || View Hitory || Delele | et Locks || Allotments | Import || Export || Copy || Review Issuss

Status Program Exp Cash Dish Cash Recpt Rev Explanation Internal Comment  Last Update Creator

|:| s Operating Infial Aletment venditest Dreft v Gunther, Wendi  Gunther, Wendi
|:| ] 0% Operating Infial Alotment Font szetest packet Draft 020-Budgt v ¥ v 4 Testerl, UserEA  Testerd, Superllserd
|:| 055 Operating Govemor's Cash Defick Reduckions Dreft VoV MeGrath, Sharkne  Corbin, Saral
|:| 054 Operating Unanticipated Receipts Test Adjustment Month Draft v v Overmen, At Overman, Art
|:| 033 Operating £th Ot Adjustments Teat Adjustment Month for FY1 Approp  Dreft v v MeGrath, Sharene  Overman, At
|:| ] 17} Operating Unanticipated Receipts Test PDF Link in Emsi Draft v Overmen, At Overman, Art
|:| 09 o Operating Unanticipated Receipls Test POF Link in Emai Pending v v Admin, AMR Overman, Art
|:| 050 Operating Infial Alotment fest Draft v Merath, Sharene  McGrath, Sharkene
|:| ] Operating 4th Ot Adjustments Test Adj Month Dreft v Ouermen, At Qverman, Art
|:| ] Operating Internal Adjustments Test FH Pogting of Adjustment Amount  Draft Overmen, At Overman, Art

1. Select the appropriate Biennium using the dropdown box, and then the Load button. EJ
Note: You will know the data is loading by the status bar in the lower right hand corner. This
shows quickly, so you might miss it.

2. Select the Add Packet tab in the upper left hand corner of the View Packet List screen.
12



10.

On the Add Packet screen, Note: The Packet Number will remain listed as [unassigned]
until the required packet elements have been selected and saved for the packet being added.
This is a system generated number and deleted packet numbers will not be reused. See below.

Verify the Biennium. [ Note: This dropdown will default to the biennium selected on the
View Packet List screen. Once a packet has been saved this field cannot be updated.

Select a packet type from the Purpose dropdown box. LL Note: The packet purpose describes
the reason for the allotment submittal. The initial allotment requires an initial allotment packet
purpose type. Please see the allotment instructions for more information on the correct packet
purpose to use for allotment amendments.

Operating Initial Allotment

Program. LLJ Note: The dropdown list displays official agency programs. This is required for
DSHS.

No program is needed for this task.

To forgo assigning a program for the packet, verify that the Program field displays [No
Program Selected].

Enter a packet Title that provides a quick description for further reference.
Working Draft of Initial Allotment Data

Enter a Packet Explanation for information needing to be communicated to your OFM budget
analyst. LLJ Note: Field is not required to save an allotment packet, but an explanation is
required by the OFM allotment instructions in certain cases. Explanation text is required for
official allotment submittals when a pre-release edit check warning message requires an
explanation. This text is visible to your OFM budget analyst.

Staff month increase in September and October of 2007 for Program 100 due to enhancement
package approved by the Legislature.

Enter Agency Internal Comments that capture detailed agency assumptions. Note: For
informational use for the agency.

Budget and Accounting Manager will review policy decisions with agency director at May
retreat. Program 200 assumptions in staffing have not been approved.

Select an individual from the Primary Contact dropdown list who is the agency spokesperson
for questions concerning the allotment data and its assumptions. Note: The contact field is
populated based on security forms submitted to BASS. The chosen contact will be the person
receiving e-mail issues in relation to the packet. Note: The contact can be changed in
review and approved status.

Verify your name is listed in the contact field. If in a training session, skip this part.

13



11. Select an individual from the Secondary Contact dropdown list who is a secondary contact for
you agency.

12. Attachments. Note: Optional field, except for unanticipated receipts. If adding a packet,
the Add Attachments button will only be enabled after the packet details have been saved.
Select the Save tab.

View Packet Lt » Add Packet @ o ) Tana Daul: 179 - Degegent of Entarpee Senices
Saie Resat Ad Anofher ket

Packet Number: o] Status: ock Packet

Agency Intemal Comment

Bennum

ney - 1—@ N
g @

[Seact 2 Pumose] v =

Pogem
[Hlo Program Selacted] T

i 6§ ==

i File Hame Destription
Packet Exganaton (Aqency Extemal Comment) These are cumently no atachments forthe paciet.

: ,

Py (ot
[Seert 2 Confact] i 4—@
Seconday (ontacts

[Seect 2 Confact] i
[seec 3 O] R @

& 2006:2013 ¥ashington Stz Depariment of Entepi Senvces
Budget and Lageiive Appicatons: ADfRQA

Field Required? | [ Notes
A. Biennium Yes Once a packet has been saved, this field cannot be updated.
B. Purpose Yes Describes the purpose or type of allotment. Once a packet has been
saved, this field cannot be updated.
C. Program No, except For informational use to quickly identify and sort allotment packets that
DSHS contain allotment detail for one program. There is no system edit

between the Program field selection and the allotment detail included
in the packet.

D. Title No For informational use to quickly identify and describe the allotment

14



Field Required? | [ Notes
packets data. Visible on the View Packets List screen. This field can
be updated for an allotment packet with a packet status of Draft or
Returned.

E. Packet Sometimes Use this field to communicate to OFM the key assumptions and

Explanation decisions in the allotment packet data. While this field is not required
to save a packet, the OFM allotment instructions do require agencies
to submit explanations in certain cases.

F. Agency Internal | No Comments visible only to the agency. Used to document agency

Comment decisions and assumptions for the allotment packet data.

G. Primary Yes The field is required, and defaults to the contact name, e-mail address,

Contact and phone number of the person who created the packet.

H. Secondary No You may select up to two more contacts, the email address and phone

Contacts number will display, once selected.

I. Attachments No You may attach Word, Excel and PDF files.

J. Lock Packet No Allows staff with budget operations security to lock packets. Once
saved a lock will appear to the left of packet number and the Lock
Packet title will change to Unlock Packet. To unlock, simply click on
the Unlock packet selection box and save again. This function can
also be performed from the View Packet List Screen by choosing the
Set Locks option.

K. Packet Number | Automatic Automatically assigned by the application. Until the packet is saved it
will display as [unassigned].

L. Status Automatic Will remain in Draft status until the packet has been released for

review by an OFM budget analyst for official packets or submitted for
posting to AFRS for internal packets.

RESULTS * You have created a container into which you can enter your allotment spending plan.

See below.
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Contact BASS
Allotment Management & Review B35 Hep

Logout
- WEVWEEEYEY Onieviews | Entrpris Reporting || Chart |
View Packet List = Add Packet

UserBO Tester? : 105 - Office of Financial Management
Szve || Resst | Add Another Packet | Aloiments

Packet Humber: ()58 Status: Draft Lock Packet ']

Biznnium Agency Internzl Comment

Budget and Accounting Manager to review palicy decisions with agency diractor 2t May ratrest, Program 200 assumptions in
[etaffing have not been approved,

Purpase
[Operetng Initel Alctment

Program
[Na Pragram Selected] v

Tie 3
CeTrrE ‘ [ el | Fetpe | e
Packet Explanation (Agency Exdernal Comment) This Packet Gontains No Attachments,

Staff manth increase in September and October of 2007 for Program 100 due to enhancement package spproved by the
Lagicature,

Primery Contact

TesterZ, UserB0 v ‘Janice.‘.'\fang@ofm.wa‘gm ‘ |[no phone £ on record] |
Secondary Contacts

Admin, AMR v ‘nfmhass@nfm.v.a‘gw ‘ |[no phone £ on record] |
[Select 2 Cantact] ¥

TO DO - Hands on: Create three more packets. Create at least one capital packet. Note: It is
intended that all agencies, except DSHS, submit one packet for initial Operating and one for initial
Capital allotments, if appropriate. DSHS must create separate initial operating packets for each
program and submit all of these packets at the same time.

Lesson 1, Task 2 — Include Packet Attachments

TALS AMR supports Excel, Word, and PDF formats. Documents attached to an allotment packet are
saved to the TALS AMR database. Attachments added become an artifact of the allotment packet, and
are available for viewing until the packet is deleted. For modifications to documents previously
attached, you must update the document on your agency network or workstation, and delete and
reattach to the allotment packet in AMR. Unanticipated receipt allotment packets should include

attachments for the Grant and Award documentation, prior to submitting for OFM budget analyst
review and approval.

Note: You must save your packet before it will allow you to add an attachment.
Note: Attachment files are limited in size to 3MB.

1. On the Add Packet screen or Update Packet screen, select the Add selection tab, located on the
right hand side of the screen.

16



2. The Add Attachment dialogue box will display. See below.

N2y | Online Viev:s || Enterprise Repor
View Packet List = Update Packet UserBO Tester? ; 105 - Office of Financial Management

Status: Draft Lock Packet ll

Siennium Agency Internal Comment

Budgek and Accounting Manager ko review polcy decsions with agency director st May relreat. Program 200 sssumpticrs in
staffing have net been appraved,
Purpgse
[operating Initial Allctment
Frogram
[No Program Selected] v
Tt
T Add || Vievs || Deleie

bt | e
Packet Explanation (Agency Bxternal Comment) This Packet Cantzins No Attachments,

[Staff month increase in September and October of 2007 for Program 100 due to enhancement package approved by the

L egisizture,

A Add Attachment - Web Page Dialog

To Add an attachment

Add Attachment
Primary Contact

Vald fle types: doc, .pdf, <k, .doc
|| H Browse.. |

Secondary Contacts &—— Add Attachment dialog
Description box

{2 Office of Financial Management
sart System (BASS) ; AlphaQA

Attach | [ Gancel

http: /fofmapoly400/BASSWEB _gafT @ Trusted sites

Select the Browse button to search on your agency network or workstation for the document to
be attached for your allotment packet.

After locating the document, double click the file name or single click and click the open
button. The Choose file dialogue box will close upon your selection of the file.
Locate an excel document on the training room workstation.

Verify that the selected attachment name and file location displays in the field to the left of the
browse button.

Enter a description of the document for future reference. LJ Note: The Description field is
optional, and provides the ability to include a synopsis of the material for quick reference. The
description included will display on the View/Add/Update Packet screens.

Spreadsheet contains FTE breakdown for Program 200.

Select the Attach button. A dialog box will display “File Uploaded!” Click Ok. Close “Add

Attachment Dialog” box by clicking on “cancel” or “X” out of it. The attached file name, file
type and description now displays in the attachment section of the screen. See below.
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View Packet List

View Packet List = Update Packet UserBO Tester? ; 105 - Office of Financial Management

Status: Draft
Biennium Agency Internz| Comment
Budget and Accounting Manager to review policy decisions vith agency director at May retreat, Program 200 assumptions in
Isizffing have nat been approved,
Purpcse

[Operating Inital lotment

Program
Mo Pragram Selected] v

Tite
r Add | View || Delete
et v s et ' TN Y Do
File T

Packet Explznation {Agency Externzl Comment) 0 Import Specads s Sprazdshest contzins FTE brazkdawn far Pregram 200
|Stff month increase in September and October of 2007 for Program 100 dus to enhancement package approved by the
Legisizture,
Primzry Contact
‘ Tasterl, UserB0 v ‘ ‘]an'ne‘Wang@uﬁn‘wa‘gov ‘ ‘[nn phenz # on record] ‘

Attachment selector
Sacondary Contacts
‘ Admin, AMR W ‘ |ofmbass@afr | [Ine phen # on record] |

 2D0E- 2008 Washington State Office of Financial Management
Budget and Allotment Support System (BASS) : AlphaQA

8. View the newly added file. Click the attachment selector (circle to the left of the file name),
and then select the View tab. LI Note: The file must be selected prior to clicking the View tab.
The following toolbox will be displayed:

2 BASS || TALS | AMR | View Attachment - Microsoft Internet Explorer \ |
Fle Edit ‘iew Favorites Took  Help & snaglt @ (=53 #

Cpen Attachment

@ Done | | | | | | Q Local intranet J
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9. Click Open Attachment to display the dialog box below. If the “Always ask before opening
the type of file” box is unchecked, the dialog box will not display. Note: The view
attachment toolbox will remain open even after you have closed the attachment. To close, “X”

out of it.

File Download 3

Do you want to open or save this hile?

@ j Mame: YiewaAttachment, xls
Hl

Type: Microsaoft Excel Warksheet, 14,2 KB
From: ofmapaly400

Open ] [ Save ] [ Cancel

Always azk before opening this bupe of file

harm your computer, |f vou do not frust the source, do not open or

@ “While files from the Intermet can be uzeful, some files can potentially
zave thiz file. What's the rizk’?

10. Click Open, then look at the attachment and close the file.

11. If this is the wrong attachment or it is not necessary, simply click the attachment selector and
click the Delete button in the attachment section of the screen. Do not do this at this time.

Instead, click Save.
12. Go back to the View Packet List screen.

RESULTS * You have added an attachment to your allotment packet. See below.
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View Packet Lt
5enniumws 0
0 8 0058
0 057
0 005
d 0
0 ]
0 iz
0 6 052
0 9@
0 o
0 L&

(Operating Initz] Allotment
Operating I Alotment
Operating Intal Alotment
Operating Gaverar's Cash Defict Reductions
Oparating Unanticipated Receipts
Opersting éth Qir Adjustments
(Operafing Unantcipated Recsints
Operafing Initzl Allotment

Operating 4 Qi Adjustments

UserBO Tester? : 105 - Office of Financizl Management

AMR Pre-Relszse Edits

¥R’

Status Program Exp Cash Dish Cash Recpt Rev Explanation Internal Comment  Last Update

Warking Draft of Initil Allotment Datz  Drzft

vienditest Draft v
Font sze tes packet Dish 00-Budgt ¥V
Draft v v
Test Adjustment Manth Draft v
Test Adjusment Month for FY1 Apprep Drekt v
Test POF Link in Emal Drzft
Test PDF Link in Emal Pending [
fest Drsft v
Test Adj Morth Draft v

() 2006-2008 Washington State Office of Financial Management
Budget and Allotment Support System (BASS) : AlphaQA.

v

v

Tester?, UserBO
Gunther, Wendi
Tester2, UserEA
McGrath, Sharkene
Overman, Art
McGrath, Sharkene
(Overman, Art
Adnin, AMR
McGrath, Sharkens

Owerman, Art

Creator

Tester2, UserB0
Gunther, Wendi
Tester3, SuperUserd
Corbin, Sarzl
Qverman, Art
Qverman, Art
Qverman, Art
Overman, Art
MeGrath, Sharlene

Qwverman, At

TO DO - Hands on: Add a Word and PDF attachment to the packet.
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Lesson 1, Task 3 — View Packet List (View/Update, Delete and Set Packet Locks)

The View Packet List screen enables you to view a list of the agency’s allotment packets for the
selected biennium. Note: Your security access will determine which functions are available to
you. There are three levels of security access: Read only, edit access and budget operations.

View Packst List Tanyz Devsl: 179 - Department of Enterprise Sendces

A
@—; AMR PreRelese Edis H — [

Agency 179 - Deparment of Enterprie Sendces. v ennum 201113 v Rows 10 v Load

View Packet | Add Packet  Update Packet | View History | Delete | Setlods Alotments  Import  Export | Copy  Review [ssues /@

Humber V1 Tithe Status Program Bo Cash Recpt  Rev [Explanation  Internal Comment Last Update Creator
] [T Capial 15t Supplemental (Canital Altrments for the FY12 Supplementzl Aoproved | 900 - Capil Programs | ¥/ v v v [Hame not on racord] | [Name not on racard]
4] @ oz Capial Amendment. Emengency Powerhouse Generator Replzcement Approved | 900 - Capial Programs. | @ v v v [Wame not on record]  [Name not on record]
] @ s Capfal Amendment Updates for Capital Bond Fund Only Approved | 900 - Capial Progame | W v v v [Mame not on record]  [Name not on recard]
g 0o s Capiial Amendment Emergency Raof Renlacement Tacome Rhodes Merket B Approved | 900 - Capial Progams | ¥/ v v v [Name not on record] | [Name not on record]
O 090 o» Captl Amendment Emergancy Sewer System Repars 1083 Czntol Way Aoproved | 900 - Cap Programs | ¥ v v v [Hame ot on record]  [Name not on record]
o e Operating 1t Supplemental 2011 Eary Action SHB 2058 Agproved vV v v v v [Hame not on record] | [Name not on record]
{ﬁ] @ oo Opesmtng 2nd Qtr Adjusments DES DIS Org Index Consolidation Anproved v v [Hame not on racord] | [Name not on racard]
\ﬁ S @ s Opesztng 2nd Qi Adjustments 2nd quarter alotment adjustments Approved v v Dauel, Tanya [Name not on recard]
] 0016 Operatng 2nd Qtr Adjustments Comect EAI from 98B to 96C on OFM packats Approved v v v [Wame not on record] | [Name not on record]
il e s Capfal Amendment Reapproprizted Projects Adjustment. Agproved | 900 - Capicel Programs ¥ v v v [Name not on record] | [Name not on recard]

1. Activities Bar—allows you to perform actions related to a chosen packet or to add a packet.
This includes View Packet, Add Packet, Update Packet, View History, Delete, Set Locks,
Allotments, Import, Export, Copy and Review Issues.

e The View Packet allows you to look at the packet container information.
e The Add Packet tab allows you to add a new packet.

e The Update Packet tab allows you to update information in the packet container excluding
Biennium, Purpose and Contact.

e The View History tab allows you to see actions that have been taken on the packet
including the action, the user 1D, the date and the time.

e The Delete tab allows you to delete a packet.
e The Set Locks tab allows budget operations staff to lock and unlock packets.

e The Allotments tab allows you to go into the allotment information of the packet. See
Lesson 2 — Create the Expenditure Allotment Data through Lesson 5 — Create the Revenue
Allotment Data for more information.

e The Import tab allows you to import data into the packet. See Lesson 9 — Import Text File
and Lesson 10 - Import SPS Data for more information.

21



10.
11.
12.
13.
14.
15.
16.
17.
18.

19.
20.

e The Export tab allows you to export data out of the packet to change or use in other
packets. This information remains in the original packet. See Lesson 8 - Export for more
information.

e The Copy tab allows you to copy data from one packet into another packet. See Lesson 6 —
Copy Features for more information.

e The Review Issues tab allows you to see issues created by OFM and respond or to create
new issues. See Lesson 12 — Review Issues for more information.

Packet Selection Box—allows you to work with a particular packet or packets.
Packet Lock Indicator—displays a lock symbol when packet lock is set.

Packet Attachment Indicator—displays a paperclip if an attachment has been added to the
packet.

Page Indicator—specifies the page you are on. The number without the underline is the page
you are on.

Traffic Light Indicator—shows where you are in the AFRS edit check process and the
submittal process. You will see a green, yellow, red or no traffic light depending on where you
are in this process. See Lesson 13 — Pre-Release Edit Check for more information.

Packet Number—number automatically assigned by the system and is the default sort showing
the most recent packets first, descending order. Deleted Packet # will not be reused.

Packet Purpose—displays what type of packet it is i.e. operating initial allotment, operating
internal adjustments, Capital 1% supplemental.

Packet Title—displays chosen title.

Packet Status: Draft, Pending, Review, Returned, and Approved.

Packet Program—displays number and title if populated when packet was created.
Displays check mark if allotment packet contains expenditure data.

Displays check mark if allotment packet contains cash disbursement data.

Displays check mark if allotment packet contains cash receipt data.

Displays check mark if allotment packet contains revenue data.

Displays check mark if allotment packet contains agency external comments.
Displays check mark if allotment packet contains agency internal comments.

Last update—displays the last user that edited the packet. Holding your cursor over this field
displays a tool tip with the date and time of the last edit to the packet.

Creator—displays the user that created the packet.

Action/Report Selection Drop Down Box—allows you to choose certain actions to perform
on your chosen packet(s) and run reports on chosen packets. See Lesson 13 — Pre-Release Edit
Check for more information on action selections (AMR Pre-release Edits, AMR AFRS Edits,
Most Recent Edit Report, Submit Packet(s) and Recall Packet) and Lesson 15 - Reports for
more information on report selections. This includes:
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AME. Pre-Felease Edits
AME AFRS Edits

Mozt Fecent Edit Feport
Submit Packet[s)

|Fecall Pack.et

AMEO01 Allotment Expenditure Summary

AMRO0Z Allotrient Expenditure Detail

AMREO0Z Sllotment Revenue Sumimary

AME00G allotment Revenue Detail

AMRO0E Allokrent Cazh Dizsbursements Cetail

AMREDOF Sllotment Cazh Receipts Detail

AMED0E Allotment vs. E&A Schedule

AMEODT Allotted Revenue ws, Expenditure Yariance [Fed and PL)
ARREOLD Allatted Revernue ws, EAS Revanus

AMEO11 Allotted Expenditures ws. Cash Disbursements
AMREO1Z Allotment Revenue vz, Zash Receipts

AMMREOLZE Allotted Revernue ws, Expenditure (All Fundz)
AMED14 Projected Monthly Zash Balance

AMROL1S Projected Fund Balance

AMROLE Projected Caszh Balance

AMEO17 Comparison of Criginal allotrent

AMMREOZ0 Unanticipated Receipt Approwal Reguest
Easoll Expenditure Suthority Schedule For Operating
EASOlz Expenditure Suthority Schedule For Zapital

21. Run Button—this triggers what you have chosen from the Action/Report Selection Drop
Down Box to either perform the task or produce the report.

From the View Packet List screen you can navigate to view, add, or update the packet details.
Note: Those with read only access will only be able to view. Edit access (as long as the packet is
unlocked) and budget operations can do all three.

1. Check the Packet Selection box, and then click on the Update Packet tab.
2. Change Title to:
Working Draft of Initial Allotment Data Updated
3. Save and go back to View Packet List.
4. Select one of your packets, and then choose the Set Locks tab.

Note: The system will allow you to sort on none, or one or more columns. Each column header has
three possible states (not sorted—indicated with no arrow, sorted ascending—indicated with an up
arrow, sorted descending—indicated with a down arrow), which can be selected by clicking the text in
the column header. On the View Packet List screen, the sort default is Number in descending order.

TO DO - Hands on: Practice sorting
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LESSON 2 - CREATE THE EXPENDITURE ALLOTMENT DATA
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Lesson 2, Task 1 — Add Expenditure Coding Structure & Allotment Detalil

After creating a container—the packet—for your allotments, you must next define the program,
project, and organization coding level detail for any data you want to enter in the packet. This is
called the “coding structure.”

Note: Coding Structures and Allotment Details can be added and updated for any packet in a
status of draft or returned.

To add, update, delete, or view coding structures for a packet, place a check mark in the packet
selection box and select the Allotments tab.

Note: The Breadcrumb Bar now includes the Allotment Coding Structure.

The Component Navigation Bar provides the means to switch between the four allotments components
(Expenditures, Cash Disbursements, Cash Receipts and Revenue). The highlighted “tab” indicates the
component which is currently being viewed, and displays all coding structure records established for
the component. In the diagram below, Expenditures is the selected component.

UserB0 Teserd » 05 - Office of ez Management

Add | Updete | Delte || Aok, Detls || Conmets | Cop

ProgramIr s { 7.Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Actvity User Defined

iﬁ codingls F- ent fr he sebcted packe!

5 2062008 Washinghon Stte Offceof Fnencil Management
Budget and Alkoent Sugport Syt (BASS) : AlphaA

The Activities Bar allows you to perform actions related to a chosen coding. This includes Add,
Update, Delete, Allotment Details, Comments, Pattern (only on the Cash Disbursements and the
Cash Receipts components) and Copy.

e The Add tab allows you to add a new coding structure.
e The Update tab allows you to update a coding structure.
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e The Delete tab allows you to delete a coding structure.

e The Allotment Details tab allows you to add, update, and delete the detail related to a
chosen coding structure.

e The Comments tab is a place where you can make comments about the entire component
(expenditure, cash disbursements, cash receipts or revenue.) Note: The comment tab
within coding structure is where you put comments referred to in the Pre-Release Edits as
component level comments. The copy tab allows you to copy coding structures. See Lesson
6 — Copy Features for more information.

e The Pattern tab allows you to create a pattern for cash receipts and cash disbursements. See
Lesson 3 — Create the Cash Disbursement Allotment Data and Lesson 4 — Create the Cash
Receipts Allotment Data for more information.

Note: The allotment coding structure screen also includes a row selection box which allows
you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or All. To
get this to display the number of rows, make a selection and click Load.

First you must create the coding structure.

1. Click Add while in the Expenditures tab.

2. The following Dialog box will be displayed:

) Add Expenditure Coding Structure -- Web Page Dialog

Add Expenditure Coding Structure
Organization Index Eudget Urit
AFRS Project Budget Activity
AFRS Sub Project Uset Defined
AFRS Project Phase
Save Reset add Cancel

3. A highlighted selection box appears for program index [Enter or Select a Program Index]
Note: This is a required field.

4. Add a program index. Note: While the [Enter or Select a Program Index] box is
highlighted you can hit the keyboard down arrow to see all program indexes available in your
agency, or you can start typing which will bring up a series of program indexes, or type in the
whole thing. If the agency has many program indexes, it cannot hold them all and will show a
‘... " at the bottom. To get to the codes further down you will need to start typing to reach them.
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5. If you allot at the lower levels (Organization Index, AFRS Project, AFRS Sub Project, AFRS
Project Phase, Budget Unit, Budget Activity, User Defined) the rest of the coding structure
operates the same as program index. Note: Only program index is required, the rest of the
coding structure is optional. Note: Project is a hierarchical field, so if you want to enter a
sub project you must enter a project first or if you want to enter a project phase you must enter
both project and sub project first.

6. Add additional coding structure by hitting the down arrow in the program index field, choose a
program index, then hit save. Note: To add additional coding you can choose the Add
button at the bottom of the screen. Note: By clicking the “Add” button the data is saved
automatically; however, after the last code make sure to click the “Save” button.

7. To leave the dialog box click cancel or “X” out of it.

Now that you have established a coding structure, you may enter allotment data for that structure.
TALS refers to allotment data as Allotment Details. To add or view allotment details for a coding
structure, place a check mark in the coding structure selection box and select the Allot. Details tab.
Note: Allotment details can only be added for an existing coding structure and only 1 coding
structure can be selected at a time. See below.

Allotment Management & Review Lo

| A -+ | e

Wiew Packet it = letraent Coding Structures LserBe) Tester ¢ 105 - Offce of Finandial Management

ST CnDisgrsements  CahRecepts | Revenue

Patket Number: (14 Status: [raf Purpases Qperating I Alofment

Rows A ¥ | Load

Add Updste Dtz Bt et i Copy
- Progran Indexd1 \ § Praj AFRS Sub-Project AFRS Phase Budgat Unit Budgat Activity Uset Dafinad
i : g et : : : :
[ )

0 i}

[] g
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Wiew Packet List
View Packet List = View Coding Structures » Allotmert Detals UsetBO Testerd : 105 - Office of Financisl Management

Bienniums 2007-09 Packet Numbar: 1914 Status: Ciaft Purpose: Cperating Inital &llatment

Program Index Org. Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
oo @ @ @ @ @

i 9t

| Expenditure Allotment Details

Add Update Dt

[ et | obed | sbob. | sub Sub-Dbj. FY1 Total FY2 Total Bieanial Tolal

Thare are currently no detall in this coding structure for the selected packet,

Staff Month Allotment Details
UnAllatted Allotment Details

Reserve Allotment Details

Note: You have the ability to hide or expand grid details from view on the Expenditure Allotment
Details screen. By selecting the ‘+’ plus symbol to the left of the grid title, the grid expands for adding
or viewing details. Likewise the ‘-’ negative symbol to the left of the grid title collapses the grid. By
default the only grid expanded on entry of a coding structure with no allotment details is Expenditure
Allotment Details.

Note: The allotment coding structure screen also includes a row selection box which allows you to
choose how many rows of data you would like to see with the choice of 10, 20, 30 or All for all four
components. To get this to display the number of rows, make a selection and click Load.

Steps for Option 1 agencies — Add Allotment Detail:
Option 1 agencies are required to enter both an Expenditure Authority Index and an Object when
adding allotment detail. However, for Option 1 agencies these two required fields are entered as

separate allotment detail records within the same coding structure. If you are an Option 2 agency skip
steps 1 through 6.

1. To add expenditure allotment detail, click the Add tab within the allotment details.

2. The following dialog box appears:
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EAI

Enter or Select an EAT

Chiject

Paste| Repeat Spread Quarterly

FM 1
FM 2

|[Enler ar Select an Object]

| FM =

Sub Object

Fra <

| FM &

Sub Sub obj,

FM &

| FI 7

FM &
FM 9
FM 10
FM 11
FM 12

F1 Tatal

Add Expenditure Allotment Detail

Eiernial Tatal I:l

Save Reset

3. Choose an EAI (Expenditure Authority Index is also referred to as Appropriation Index or Al)
by clicking the down arrow or typing in the EAI, now the Object, Sub Object and Sub Sub
Object are disabled. Enter fiscal year dollar amounts by month and click Save.

Note: Expenditure Authority Index and Object are required allotment detail fields for both
option 1 and option 2 agencies. For option 1 agencies these two required fields are entered as
separate allotment details within the same coding structure. Note: The EAI determines what
fiscal period dollar amounts will be available. For example if you choose a first year EAI, the

second year dollar amounts will be grayed out and not available for input.

Note: For records

that have an EAI that cannot be found in the statewide tables, the fiscal period is assumed to be

Biennial.
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Add Expenditure Allotment Detail

EAL Paste Repeat| Spread OQuarterhy
020 - General Fund Federal FM 1

Fr o1z

FM 2

&
(=
(=1
(=]

FM 14

&
(=3
(=
(=]

Ohiject

FrMz Fr 15

Fr 4 FM 16

Sub Object

FME Fr 17

FME FM 13

Sub Sub Obj.

FM 7

=
=
(=
=

Fr 19

FrM 2 FM 20

FrM 3 Fr 21
FM 10 FM 22
FM 11 FM 22

FM 12 Fr 24

FY¥1 Tokal F¥2 Tokal

senvisl Tt 0]

Feset Add Cancel

L g
E 2
I = |12 1=2]1=][=

4. Click Add, and then choose an Object and Sub Object, now the EAI is disabled. Enter fiscal year
dollar amounts by month and save.

Add Expenditure Allotment Detail

Paste Repeat Spread Cuarterly
Fr 1

Fr 13

FM 2 20,00 FM 14
Ohject
|F'. - Salaries and Wages

FM 2 R Fr 15

FM 4 20,00 FM 16
Sub Object

& - State Classified FM S 50,000| FM 17
Sub Sub Obj. FME 20,000 FM 12

FM 7 20,000( FM 19

Fr 2 20,000 FM 20
Fr 3 20,000( FM 21
FM 10 20,000 FM 22
FM 11 20,000 FM 23
FM 12 20,000 FRM 24

F¥1 Total F¥2 Tokal

=] =]
(=] (=]
(=3 (=3
(= (=
=A== =R =R =R =A== R =R R i=ARi=]

Resat Add Cancel

]
LA =
=
= =
i =212 =] 1=l =2l 1=2] =] =] =] =




5. Add further allotment details by clicking the Add selection box and following step 3.

6. Exit the dialog box by hitting cancel or “X”.

Note: For Option 1 Agencies when there is a variance the variance is displayed in the expenditure
grid under variance. Variance displays the difference between the sum of the objects and the sum of
the appropriation indexes for each month. See below.

Wiew Packet List Orline Yiews fe D Charts
View Packet List = View Packet Header » Yiew Coding Structures = Allatment Details UsarBO Tester! : 203 - Department of Health
Packet Number: 006 Status: Draft Purpose: Operating Initial Allotment
Program Index Org, Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
10040 @ @ @ @

| Expenditure Allotment Details

fidd Update Delete Display Freeze Calumns

el o 0| FYL | FY2 | Biennial y ; ; M M MR M|
| pasionoomboion B | 5| S e s s VR OR R BB EE B IR
O & A

60,000 960,000 1,820,000 40,000 80,000 &0,000 80,400 80,000 20,000 80,000 20,000 20,000 20,000 20,000 20,000 §0,000 80,000 20,000 40,000 80,000 20,000 80,000 BO000 £0,000 $0,000 40,000 40,000

D o1 60,000 0 60,000 5,000 5,000 5,000 5,000 5000 5,000 5,000 5000 5,000 5,000 5,000 5,000 0 [ 0 [ 0 [ 0 [

D 00 400,000 480,000 560,000 40,000 0,00 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000

(=

Display Freeze Columns
[ Source _[FY1 Total |F¥2 Total | Biewia Total |FM 1 [F2 [ FM13 1 & F¥51FM6 [F 7F¥1 8 1FM 9 F1 10179 111FM 12 FM 131FM 14[FM 15(FM 16 6 17179 1817 19 7120 M 21 [ 22/ 23174 24

Tatal Exp by EAL 540,000 480,000 1,020,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000
Total Exp. by Object 60,000 960,000 1,920,000 80,000 80,000 80,000 80,000 0,000 80,000 80,000 20,000 20,000 20,000 80,000 80,000 80,000 #0000 20,000 80,000 #0000 20,000 80,000 £0,000 80,000 80,000 40,000 20,000
Tatal Yariance 420,000 440,000 400,000 35,000 35,000 35,000 35,000 35,000 35,000 35,000 25,000 35,000 5000 35,000 35,000 40000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000

Staff Month Allotment Details

Unllotted Allotment Details

Reserve Allotment Details

Note: The Expenditure Allotment Details screen also includes a row selection box which allows
you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or All. To get
this to display the number of rows, make a selection and click Load.
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Steps for Option 2 agencies — Add Allotment Detail:

Option 2 agencies are required to enter both an EAI (Expenditure Authority Index) and an Object from
the Add Expenditure Allotment Detail screen. If you are an Option 1 agency, skip steps 7 through 11.

1. To add expenditure allotment detail, click the Add tab within the allotment details.

2. The following dialog box appears:

2 Add Expenditure Allotment Detail -- Web Page Dialog

Add Expenditure Allotment Detail

EAL Paste Repeat Spread Quarterly

Fi1 2 I [
|[Enter or Select an Ohject] |
Fi 4 I [
Sub Object
| R e T S S
mnon S e T S w—
| R e T E—
Fi1 8 [ o Fum [
FM 10 [ o Fuz [
FM 12 [ o Fmz [

Save Feset Add Cancel

3.Choose an EAI (Expenditure Authority Index is also referred to as Appropriation Index Or Al)
by clicking the down arrow or typing in the EAI, choose an object, and enter fiscal year dollar
amounts by month and click Save.

Note: Expenditure Authority Index and Object are required allotment detail fields for both
option 1 and option 2 agencies. For option 1 agencies these two required fields are entered as
separate allotment details within the same coding structure. For option 2 agencies, these two
required fields are entered together in one allotment detail as depicted below. Note: The EAI
determines what fiscal period dollar amounts will be available. For example if you choose a first
year EAI, the second year dollar amounts will be grayed out and not available for input. [
Note: For records that have an EAI that cannot be found in the statewide tables, the fiscal period
is assumed to be Biennial. Note: Once you hit save the dialog box will display as an “update”
rather than an “add”.
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Update Expenditure Allotment Detail

EAL

011 - Salaries & Expenses

Object

|.ﬁ. - Salaries and Wages

Sub Object

Sub Sub Obij.

3 LUpdate Expenditure Allotment Detail -- Web Page Dialog

Paste Repeat Spread Quarterly

Fr 1L
Fr 2
FM =
Fr 4
FM £
Fr &
FM 7
Fr &
Fr 4
FI 10
FIM 11
FM 12

100,00
100,00
100,00
100,00
100,00
100,00
100,00

FM 12
Fr 14
FM 15
Fr 16
FM 17
Fr 12
FM 19
Fr 20
FrM 21
Fr 22
FM 22
Fr 24

[ [ [ [ [
[l [l [l [l [l
= = = = =
= = = = =
= = = = =
== =A== =R R =R =R R E=ERi=AREi=ERi=2Ri=]

Fy1 Tatal 1,200,000| F¥2 Tatal

Biennial Total 1,200,000

Celete Add Cancel

4. Add further allotment details by clicking the Add selection box and following step 3. Note:
Your allotment detail should equal your EA schedule when complete.

5. Exit the dialog box by hitting cancel or “X”.

Note: The Expenditure Allotment Details screen also includes a row selection box which
allows you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or
All. To get this to display the number of rows, make a selection and click Load. Note: For
option 2 agencies: If all details aren’t displayed, the first row “Total ” will be a sub-total of all the
amounts displayed in the grid. The second row, Grand Total, will be a total of all the amounts if
multiple pages of data exist. In the image below the Grand Total would be the total of all the
amounts on page 1 and 2. See below.
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View Packat List > View Coding Struchures = Allatment Datalls

Paclat Number: 0014

Program Index Drq. Index AFRS Project RFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
oonto

Rows Load

| Expenditure Allotment Details
fidd Update Delete Display Freeze Columns

R e A e A ) A e
A 0 0 0 0 0

|:| U5 1,200,000 0 1200000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000

|:| um c £40,000 0 540000 45000 45000 45000 45000 4E000  4E000 000 4000 4R000  4R000 45000 45000 0 0 0 0 0
|:| oA 0 1,200,000 1,200,000 0 0 0 0 0 0 0 0 0 0 0 0 100,000 100,000 100,000 100,000 100,000
|:| m c 0 E00,000  E00,000 0 0 0 0 0 0 0 0 0 0 0 0 S0000  ED,000 50000 0,000 50,000
|:| i E EO0,000  S0,000 1,000,000 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0
|:| |ooA &0 0 0 ] ] 5 ] 5 ] 5 ] ] 5 ] 5 0 0 0 0 0
|:| m oA 0 &0 0 0 0 0 0 0 0 0 0 0 0 0 0 ] 5 5 ] 5
|:| LA &0 0 £0 £ £ & £ 5 £ 5 £ £ 5 £ 5 0 0 0 0 0
|:| ez A 0 £ £0 0 0 0 0 0 0 0 0 0 0 0 0 £ 5 & £ 5
|:| m C 0 £00 £00 0 0 0 0 0 0 0 0 0 0 0 0 0 50 £ 5 £

Totl 2,240,120 2,300,720 4,540,840 270,010 145,010 145,010 270,010 145,010 145,010 270,010 145,010 145,010 270,010 145,010 145,010 275,060 150,060 150,060 275,060 150,060 1
Grand Tokal 2,241,320 2,301,920 4,543,240 270,110 145,110 145,110 270,110 145,110 145,110 270,110 145,110 145,110 270,110 145,110 145,110 275,160 150,160 150,160 275,160 150,160 1

Staff Month Allotment Details
UnAllotted Allatment Details
Reserve Allotment Details

Budget
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Option 1 and Option 2 agencies:
Note: Fiscal month fields are available for input based on the EA code used to establish the

expenditure authority index. When updating, if dollars exist in fiscal months not consistent with the
fiscal period control of the EA code, a Roll amounts button will be available. See below.

Update Expenditure Allotment Detail

EAT Paste Repeat Spread Cuarterly
112 - General Fund State - Fy0d EM 1 EM 13 E
FM 2 i 14 [ 1
o | Fm3 FM 15 [
FM 4 FM 16 [
Sub Object
| | Fms A 17 [
Sub Sub Ok, FHe Fi 18 [ 4
| e P
Fta 9 Fi1 21 [
i 1 R
Fr1 Total FrzTetl [
Roll Armts. || Delate &Arnts, Biennial Total
|==!| = = =] Save Resat Celete Cancel

Note: To remove dollar amounts from the read-only fiscal months, you can select a new
expenditure authority index (consistent with the entry fiscal months) or select the Roll Amounts button.

Note: The Roll Amounts button will move dollar amounts to their corresponding fiscal month

amount for the fiscal year control of the EAI. (For example: an EAI with a Fiscal Year 2 control,
Fiscal Month 1 dollars are moved to Fiscal Month 13.) See below.
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Update Expenditure Allotment Detail

EAL Paste Repeat| Spread OQuarterhy

1z - General Fund State - Fy03 EM 1 |:| EM 13
| FmM3 [ s
FM 4 [ ] e
| | Fms [ ]y
Sub Sub Obsj. Fh1 [ ] rme
| E [ ] Fmu
FM s [ ] Pz
FM 9 [ ] =z
FM 10 [ ] =z
FM 11 [ ] ez 5,00
FM 12 [ ] Fmza 5,00
FriTetl [ ] FrzTetal 50,00

Ohiject

Sub Object

Biennial Total E0,00

wn wn wn in
= = = =
= = = =
(=] oS | = = = = (=

|=<=!| = > == Save Feset Celete Cancel

TO DO — Hands On: Practice Allotment Detail.

Note: Within Allotment Details for allotted expenditures and FTEs (as well as cash disbursements,
cash receipts and revenue) you have several choices on how to enter the dollar amounts. You can
manually enter them one at a time, paste them from an excel spreadsheet, enter one amount to repeat
over the fiscal period, enter one amount to spread over the fiscal period, or enter one amount to
spread quarterly over the fiscal period. It is always recommended that you choose your EAI first to
determine which dollar fields should be available to enter into.

1. Add allotment detail dollar amounts using the manual process. Note: To enter dollar
amounts manually you can use the tab and enter keys or highlight the dollar amount and do a
Ctrl “C” for copy and go to the next dollar amount area and do a Ctrl “V” for paste.

2. Add allotment detail dollar amounts using the paste function. Note: To enter dollar
amounts using the paste function choose dollar amounts from an excel spreadsheet going either
vertically or horizontally by highlighting them and doing either an edit/copy or Ctrl C, then
click in the fiscal month you want to start pasting in, then click the paste button. You can paste
up to 24 dollar amounts; however, if you choose more amounts than you have months it will
only paste the first 24 if a biennial EAI, or 12 if a fiscal year EAI. So be careful to choose the
right beginning month when pasting dollar amounts.

3. Add allotment detail dollar amounts using the repeat function. Note: To enter dollar
amounts using the repeat function choose which month you want it to start and then enter the
amount you want repeated, then click the repeat button.
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4. Add allotment detail dollar amounts using the spread function. Note: To enter dollar
amounts using the spread function choose which month you want it to start and then enter the
amount you want spread over the fiscal period. If necessary, it will round the last month of the
fiscal period to equal the total amount you wished to spread.

5. Add allotment detail dollar amounts using the quarterly function. Note: To enter dollar
amounts using the quarterly function, choose which month you want it to start and then enter
the amount you want spread quarterly over the fiscal period. If necessary, it will round the last
month of the fiscal period to equal the total amount you wished to spread. If you use this
function after using the other functions, it will only replace the quarterly amounts.

Lesson 2, Task 2 — Add FTE, Unallotted and Reserve Allotment Detail

The application also allows you to enter unallotted, reserve and FTE allotment detail within the
expenditure component in allotment detail.

1. Choose an existing coding structure by clicking the coding structure selection box or create a
new structure, then click the Allot. Details tab.
2. Expand Staff Month Allotment Details and click Add.

3. The following dialog box will be displayed:

Add Staff Month Allotment Detail

EAL Paste Repeat| Spread Cuarterhy
Erter or Select an EAL M 1 FM 13
Fi1 2 F 14

|[Enter ot Select an Account] |

FM 4 FM 16
| Fme FH 13
Sub Object F 7 FH 13
R F11 20
s o
Dlnteragency FTE FM 11 FM 23
Fritad [ o] FreTe
Save Resat Add Cancel

3
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4. Choose an Account and enter FTEs by month. Then click Save, then Cancel. Note: If you
choose Account, EAI will not be available. If you choose EAI, account will automatically fill
in. OFM only requires that FTEs be by GF-S 001 account or 996 for all other; however, you
can indicate specific accounts detail if you wish. Note: You can choose to mark FTEs as
Interagency FTEs for tracking purposes. Note: The Transportation FTE box will be
automatically flagged if the Account chosen is associated with a transportation Account.

5. You have successfully added FTE allotment detail.

6. Expand the Unallotted Allotment Details grid by clicking the ‘+” sign, and then click Add.
7. The following dialog box will be displayed:

Add Unallotted Allotment Detail

Fizcal Period Armt, |:|

Enter or Select an EAI

Fizcal Period

Eienrial

Save Fesat Add Cancel

8. Add a fiscal year one EAI and Fiscal Period Amt., click Add and add a fiscal year two EAI
and amount and click Save, and then Cancel.

9. You have added unallotted allotment detail. See below:
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S1afCe Allsdment Deh..’\

. Unillsted Allatment Delails
3

5 st Dalee
0 o Fial ear 1 SO0
] 02 Fizcd Year 2 50,00
Total 50,000 50,000 0
Grand Tatal 50,000 50,000 100,000

Reserve Allatment Details

10. Follow steps 1-4 except this time enter information into Reserve Allotment Details.

Data Views (Display) - There are currently three different data views in allotment details to select
from:

= Biennial (displays 3 total columns and 24 amount columns)
= Fiscal Year 1 (Displays 1 total column and amount columns 1-12)
= Fiscal Year 2 (Displays 1 total column and amount columns 13-24)

TO DO - Hands on: Choose different views to see effects.

Column Locking (Freeze Columns) allows you to select from a drop down certain sets of columns to
“lock” to the left side of the grid. Note: When columns are locked the amount columns scroll
underneath them. You will only see the scroll bar if the display is smaller than the grid.

Options are:

= None (unlocks locked columns)
= Keys (all code related columns)
= Keys and Totals (all codes and the FY1, FY2 and Biennial Total columns)

TO DO - Hands On: Choose different options to see the effects. Displayed below is the “Keys and
Totals” option.
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i Pracht Lt

Vot Packet Lt » Vi Coding Struchanes » Al Dl Wb Tuatar! : 105 - Office of Franchd Managument
Packet Nember: (014 " L
Program Index Org. Index AFRS Project AFRS Sab-Project AFRS Phase Budged Unit Budget Activity User Dfined
oL - - . - . - .

Ditplay | Beroim ¥ Fraage Columns Feys Tolak ¥

W e | e
D oA 1,200,000 100000 100000 100000 100,00 100,008 ] ] [} ] [} 0 [} 0 0 [} ] [}
D M | C S0 EM O£ £ £ £ [ ] ] [} ] [} 0 [} 0 0 [} 1] [}
D oA 0 1] [} Q [ B 00000 10000 D000 0400 HEM0 D000 00000 100000 100000 100000 100000 100000
D | c 0 1] ] [ [} B G000 50000 50000  SHABD  SHAOO  SO000  SDO00  SOA00  S0000 SO g0 B0
D M | E 500,000 0 0 125000 1] 015000 ] b 25000 [} 0 1= 0 0 125 ] [}

el 2000 145000 145,000 270,000 145000 145,000 275000 150000 150,000 275000 150200 50,000 275,000 150,000 15,000 275,00 158,00 150000

Grand Total 2,240,000 145,000 145,000 270,000 145,000 145,000 275,000 150,000 150,000 275,000 150,000 150,000 275,000 150,000 150,000 275,000 150,000 150,000

b

-

B giaif Mnth Allolmest Details

O aallotted Allstment Detaike
4 Reserve Allatmenl Delails

TO DO - Hands On: Create coding structure and allotment detail in your previously created
capital packet.

Note: Capital project number is derived by using biennium, EA code (Expenditure Authority
Index), and agency for all allotments. For unanticipated receipts this field will only be derived if it has
been previously entered otherwise, the agency must enter it and it is editable. For allotments other
than unanticipated receipts this field is not editable. In order for the system to derive capital project
number, you must choose an expenditure authority index associated with a capital appropriation. The
dropdown menu returns all expenditure authority indexes valid for the agency, not just capital
expenditure authority indexes.
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LESSON 3 — CREATE THE CASH DISBURSEMENT ALLOTMENT
DATA
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Lesson 3, Task 1 — Cash Disbursement Coding Structure and Allotment Detalil

Agency allotments must include monthly estimates of the cash they will disburse by account. As an
agency prepares initial or adjusted expenditure allotments, they almost always will need to include an
allotment for the related cash disbursements. Note: Coding structure is optional for cash
disbursements allotments; however, the account must be identified as part of the allotment detail. A
blank coding structure would imply that the cash disbursement is allotted at the agency level.

1. Goto View Packet List, choose a packet, and click the Allotments tab.
2. On the component navigation bar, select Cash Disbursements.
3. Select a blank coding structure check box and click the Allot. Details tab, as shown below:

Allotment Management & Review Lo
View Dacket L | {rlne Vews | Eletpris Repot |_

Vi Packet Lt = Blotment Coding huctures LerBO Teser ;105 - Office f Fnancia Management

bendires s CathRecepts | Revene

Bienniuni; 2007-0 001 Status: Dt

o Load

Lpdat Dekz Delie A1 ff Al Datale | Commerts Pl Capy

Add
- Progean [ndex ] AFRS Pikject AFRS Sub-Project AFRS Phase Budget Uni Bulgel Adivity User Defined

4. This will bring up the cash disbursements allotment detail grid as shown below:

Allotment Management & Review Loga
PLECICH ot ikt Gt |

Yiew Packet Lt » iew Coding Structures = llobment Detals UserBO Testerd 1 105 - Offce of Financial Management

Biennium: 20704 Packet Number: (014 Status: Draf Purpose: Giperaling Initial Allament

Program Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined

Rous Load

Cash Disbursement Allotment Details

dd Updte Delte

[ a | mr | F¥1 Toll F¥2 Totl Adj. Amount BiennialTota

There are currenily na detais in this coding structure for the selcted packet,

Note: The Cash Disbursements Allotment Details screen also includes a row selection box
which allows you to choose how many rows of data you would like to see with the choice of 10, 20,
30 or All. To get this to display the number of rows, make a selection and click Load.
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5. Click the Add tab. The following dialog box will be displayed:

Add Cash Disbursements Allotment Detail

Paste Repeat| Spread OQuarterhy
Enter ar 5 £ ) FM 1 FM 12

FM 2 FM 14

Account
|[Enter of Select an Account]

FrMz Fr 15

FM 4 FM 16
FM & Fr 17
FM & FM 13
FM 7 Fr 19
FM & FM 20
FM 9 FM 21
Fr 10 FM 22
Fr 11 Fr 23
FM 12 FM 24
Fy1 Tatal Fy2 Tatal

senvisl Tt 0]

Feset Add Cancel

6. Choose an Account and enter dollar figures. L] Note: EAI is an optional field. Account will
automatically be entered if an EAI is chosen. Account is a required field.

7. Click Save and exit the dialog box

8. You have successfully added cash disbursement allotment details. See below:

View Packet Lis Cniine Yiews
View Packel List = View Coding Struchures » Allotment Detals UserBO Testerd + 105 - Ofice of Financial Management

Biennium 200709 Packat Numbar: 014 Status: Drift Purposer Cperating Inkial Allatrnent

Program Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Adtivity User Defined

Rows Load

Cash Disbursement Allotment Datails
Add Updste Delete Dlsplay Bienniur ¥ FreezeCqumns

FYL | F¥2 |Biennial
I@MME@M@@@@@@@@@@I@E
300,000 300,000 600,000 25,000 25,000 25,000 25,000 25000 25,000 25,000 25000 25,000 25,000 25,000 25,000 25000 25000 25,000 25000 25,000 25000 25000 25,000 25000 5000 25,000 2

300,000 300,000 600,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,
300,000 300,000 600,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,

¢ | B
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Lesson 3, Task 2 — Patterning Cash Disbursements

A patterning tool is available for creating Cash Disbursement and Cash Receipt Allotment detail for
the initial allotment. Patterning allows you to easily create an allotment based on the pattern of actuals
from the previous biennium. L Note: Patterning is performed at the account level. LLI Note: The
pattern takes the dollar amount you have entered for the account and prorates it monthly based on the
previous biennium’s actuals or allotments. Note: If all months of the biennium are not final the
pattern will use the allotment for those months. Note: A pattern will only be created for accounts
that have amounts entered. If the amount is left blank it is considered to be zero and no pattern will be
created for that account. It will replace any data previously in that account with a zero. L1 Note: A
pattern cannot be created on an account that did not exist the prior biennium. Note: A pattern can
only be performed using a blank coding structure.

1. Go to the Allotment Coding Structures and select a blank coding structure or create one by
doing an Add, then Save without entering any information.

2. Select the Pattern tab. See below.

{EE ] | Online Views erprise Reporting || Charts
View Packet List = Allotment Coding Structures UserBO Tester2 : 105 - Office of Financial Management

Packet Number: 0058 Status: Draft Purpose: Operating Intial Allotment

AFRS Sulr-Project AFRS Phase

() 2006-2008 Washington State Office of Financial Management
Budget and Alotment Suppart System (BASS) : AlphaQA

3. The following dialog box will be displayed:
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Patterning

2005-07 2007-09

Account Code Biernnial Amount Eiernial Amount
001 $77.292,097 | | =
03K $1,056,395 | |
0% $360,361 | |
D8R $l4.948 | |
105 $200.294 | |
133 $1a52 | |
131 gacza78 | |
253 t1z,394 | |
277 $za60 | |
230 grazFez | |
415 $2,045 | |
413 $38,354.547 | |
46 $4,275,726 | |
453 $54.580 | |
459 $100,000 | |
536 $z50 | |
Car, 31679865 | | s
Saue Reset Cancel

4. Add in the total amount you need to pattern for the account codes you wish to pattern. Then
click Save.

5. The following warning will be displayed: Note: This message does not mean that it will
delete account data already created in other coding structures. Be careful not to duplicate
your cash disbursements by creating coding structures with the same accounts used in
patterning.

Microsoft Internet Explorer §|

Patkerning into the selected coding structure will delete any previous
““:r‘f existing allokrment daka,

Lo wou want to conkinue with the pattern?

(] 4 l [ Cancel

6. Click OK.

7. The following message will be displayed:
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Microsoft Internet Explorer [z|
' "_n., Patkern was successful
L

8. Click OK.

9. To view the allotment detail created from using patterns click on the blank coding structure
selection box, then Allotment Details. See below for detail:

Allotment Management & Review lap
L KRR e et Oe

View Packet Lt View Cading Stuctures = Allotment Delals UserBO Testerd ; 105~ Office o Financia Managemen

Biennium: 200709 Packet Numiber: 0714 Statust Dirsf Putpase: Cperafing Il Alctment

Progeam Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unil Budgel Adtivity User Defined

Raws |10 ¥ Lead

Cash Dishursement Allotment Details

& Lpdle Dalle Display Froeze Coluning
| AL T | 2Tl Bl Tl 1| P2 | P3| PH S PG | PTG | PO M0 | AL PID L P3PS |

D it E A Y 1 T A A e A L A1 o8 v P e e % 1 A N - A 8 Y A
D 18 wma o s 4 I ] 5 R ) I [ I ! [ I

D thl 0 A1 I ) S 1 T X1V I LI 7 VA 17 B % I I

D 43 164 003 00000 LIRS LIRS ZOS0M A%TA0 LNOSE  LAMSM LA LA LEILOED L34AT 1ATREY LRI 1430 L3RI LREREER LM

57,814,292 62,865,708 120,680,000 5,545,575 3,264,739 4,546,388 4,147,737 4,197,126 5,619,080 4,505,279 4,956,191 5,944,399 5,194,022 4,771,880 5,021,276 4,504,394 5,247,822 4,238,970 5,369
57,814,292 62,865,708 120,680,000 5,545,575 3,264,739 4,546,388 4,147,737 4,197,126 5,619,080 4,505,279 4,956,191 5,944,399 5,194,022 4,771,880 5,021,276 4504 394 5,247,822 4,238,970 5,369
{ | )
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LESSON 4 — CREATE THE CASH RECEIPTS ALLOTMENT DATA
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Lesson 4, Task 1 — Cash Receipt Coding Structure and Allotment Detail

Agency allotments must include monthly estimates of the cash they will receive by account. As an
agency prepares initial or adjusted revenue allotments, they almost always will need to include an
allotment for the related cash receipts. Note: Coding structure is optional for cash receipts
allotments; however, the account must be identified as part of the allotment detail. A blank coding
structure would imply that the cash receipt is allotted at the agency level.

1. Go to View Packet List and choose a packet and click the Allotments tab.
2. On the component navigation bar select Cash Receipts.
3. Select a blank coding structure check box and click the Allot. Details tab, as shown below:

View Packet Lt > Alotment Coding Structures Tenyz Deuel : 178 - Deparment of Enternrise Servces

AFRS Sub-Project Budget Unit User Defined

© 2006:2013 Washington Sate Degarment of Enterisa Senvces
Budget and Legiiive Appicatins : ADfRQA

4. This will bring up the cash receipts allotment detail grid as shown below:

Wi achet Lis
Wi Packet List = View Codling Structures » Alletment Dl LB Tasterd + 105 - Office af Financia Management

Bienniuni: 200703 Packet Numbats 1014 Status: Draf Purpose: Cperafing Inial Alotment

Prageam Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity Usar Defined

Rows Liad
Cash Receipt Allotment Details

fidd Undsle Dot

I T S ™ TS 7Y R 1 Al Ao i Tl

Thars are curtarly ri detais in this coding structure For the selected packet,
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Note: The Cash Receipts Allotment Details screen also includes a row selection box which
allows you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or
All. To get this to display the number of rows, make a selection and click Load.

5. Click the Add tab. The following dialog box will be displayed:

Add Cash Receipts Allotment Detail

Account Paste Repeat Spread Quarterlhy

Enter or Select an Account FM 1 I:l EM 13 I:l
Fra 2 [ o Fmue [

Major Source EM 3 I:l EM 15 I:l

Source

i R N s ' T —

| | T —
Fr 8 [ o Fum [
M 10 [ o mz [
M 12 [ o Fmze [
PraTotl [ o] FrzTetal [ q

Save Resat Add Cancel

6. Choose an Account and enter dollar amounts. Note: Account is a required field while
major source and source are optional fields for cash receipt allotments.

7. Click Save and exit the dialog box.
8. You have successfully added cash receipts allotment details. See below:

Allotment Management & Review Logout
View Packet List I Orline Wizws IMI

Wiew Packet List = Wiew Coding Structures = Allatment Details UserBO Testerd 1 105 - Office of Financial Management

Bienniums 2007-09 Packet Number: 0014 Status: Draft Purpose: Operating Initial Allotrent

Program Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined

Rows 20 ¥ Load

Cash Receipt Allotment Details

fad Update Delete Display | Bienrium % | Freeze Columins | Mone
Mai. S, LB ] M2 M4 M7 EM12 [FM 13 (M 14 MIT ™20
Tnlal Tolal Tnlal
0O oo 600000 00000 1200000 0000 D000 0000 50000 50000 50000 50000 G000 S0000 SO000 0000 0000 50000 50000 SO.000 50000 50000 5000 S0000 50000
Total 600,000 600,000 1,200,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 5
Grand Tokal 500,000 600,000 1,200,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 5
{ b
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Lesson 4, Task 2 — Patterning Cash Receipts

A patterning tool is available for creating Cash Disbursement and Cash Receipt Allotment detail in the
initial packet only. Patterning allows you to easily create an allotment based on the pattern of actuals
from the previous biennium. L1 Note: Patterning is performed at the account level. Note: The
pattern takes the dollar amount you have entered for the account and prorates it monthly based on the
previous biennium’s actuals or allotments. Note: If all months of the biennium are not final the
pattern will use the allotment for those months. Note: A pattern will only be created for accounts
that have amounts entered. If the amount is left blank it is considered to be zero and no pattern will be
created for that account. It will replace any data previously in that account with a zero. L1 Note: A
pattern cannot be created on an account that did not exist the prior biennium. Note: A pattern can
only be performed using a blank coding structure.

1. Go to the Allotment Coding Structure and select a blank coding structure or create one by
doing an Add, then Save without entering any information.
Then select the Pattern tab as was done in the cash disbursements exercise.

The following dialog box will be displayed:

Patterning

2005-07 2007-09
Account Code Biennial Amaount Biennial Amount

o1 $40,646,350 | |

03K $1.209.541 | |

058 $163,461 | |

139 152 | |

151 $13.376 | |

277 g5.936 | |

a0 gaa0 621 | |

Hs g2.045 | |

414 $39.031.547 | |

436 5,347,500 | |

463 $29.880 | |

536 £o6E | |

C43 $43523 | |

G4 $32,293,753 | |

549 $17,097 | |

Save Resat Cancel

4. Add in the total amount you need to pattern for the various account codes you wish to pattern.
Then click Save.
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5. The following warning will appear. Note: This message does not mean that it will delete
account data already created in other coding structures. Be careful not to duplicate your cash
receipts by creating coding structures with the same accounts used in patterning.

Microsoft Internet Explorer, r5_<|

Patterning into the selected coding structure will delete any previous
\__f‘/ existing allokment daka,

Do o wank ko conkinue with the pattern?

(0] 4 l [ Cancel

6. Click OK.

A message will display “Pattern was successful” as it did in the cash disbursements exercise.
Click OK.

9. To view the allotment detail created from using patterns click on the blank coding structure
selection box, then Allot. Details. See below for details:

Allotment Management & Review Logo
Wigw Packet List | Crling Yisws ferpiise Repori |_

Wiew Packet List = Yiew Cading Structures = Alotment Detals LserBO Tasherd ¢ 105 - Offce of Firancial Management

Biennium: 20079 Packet Number: 1014 Status: Drsh Purpase: Cperafing Inifial Alltment

Program Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined

Rows Load
Cash Raceipt Allatment Details

bdd Lipdate Dielete DlsplwI iennim ¥ FreezeColumns NUHE

I Y Y Y Y T

DNRETE AR L0000 L4201 L4 ZI08E  LA4R 204 LEALSM LMLT0 284 03D 225406 LIZIN0 4B L7412

D i3 N I ¥ 0 I 0 ! 0 ! 0 0 0 0 ! 0
[ i S 0 0 0 0 1 ma ! 0 0 0 0 ! 0
[ LHED BRI OSEOND  BEG SSE MM % ML IRAT DWW SRS W MR WA B %
Totd  25276,843 25,886,157 51,165,000 1,434,714 1,960,753 2,382,475 1,280,066 2,515,290 1,835,597 1,591,780 2,548,744 1,502,904 2,331,767 1,882,812 4,011,944 1,999,799 1,619
Grand Total 25,276,843 25,886,157 51,165,000 1,434,714 1,360,753 2,382,475 1,280,066 2,515,290 1,835,597 1,591,780 2,545,744 1,502,304 2,331,767 1,862,812 4,011,944 1,399,799 1,619
{

| )
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LESSON 5 - CREATE THE REVENUE ALLOTMENT DATA
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Lesson 5, Task 1 — Revenue Coding Structure and Allotment Detalil

Revenue allotment information is entered into TALS AMR in a manner similar to the coding structure
and allotment detail instructions described previously in the tutorial. Note: Coding structure is
optional for revenue allotments; however, the account, major source and source levels must be
identified as part of the allotment detail. A blank coding structure means the revenue is allotted at the
agency level.

1. Go to View Packet List and choose a packet and click the Allotments tab.
2. On the component navigation bar select Revenue.

3. Select a blank coding structure check box and click the Allot. Details tab. Then click the Add
tab. The following dialog box will be displayed:

Add Revenue Allotment Detail

Eal Paste Repeat Spread Quarterhy
Enter ar Select an EAT FM 1 [ o] Fmus [ o
P 2 [ of P [ o
|[Enter or Select an Account] |
P 4 [ of Fuis [ 9
Msjor Source ik [ o Fuw [ o
L [ of Fuis [ 9
Squrce Fr1 7 [ o Fuus [ o
| | Fms [ o Fua [ 9

| o [ w4
FM 11 [ o m [ 4
P 12 I [ 4
PraTotl [ o] FrzTatdl [ q

Save Reset Add Cancel

4. Choose an Account, Major Source and Source and enter dollar amounts. Note: EAlisan
optional field for revenue allotments, but account, major source and source are required.
Note: Major source is a hierarchical field, so if you want to enter a source you must enter a
major source first or if you want to enter sub source you must enter both major source and
source first. Note: The Revenue Allotment Details screen also includes a row selection box
which allows you to choose how many rows of data you would like to see with the choice of 10,
20, 30 or All. To get this to display the number of rows, make a selection and click Load.

5. Click Save and exit the dialog box.
6. You have successfully added revenue allotment details. See below:
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Ve Packet it R
Wi Backet List = View Coling Sructures = &liiment Dl UserBO Testerd + 105 - Office o Financial Managemen

Packat Nuraber: 0014 Skatust Craf Purpose: Cparafing Il Allcment

Progeam Index Org. Index AFRS Project AFRS Sub-Projedt AFRS Phase Budget Unit Budget Activity User Defined

Rows Lnad

Revenue Allotment Details
Lpdte Delle DISplaI’ fenium ¥ Free:eColumns

Fri | Y2 |Biennial
M@@@Ml@@@@l@@@@@@@@l@@

D i non SO0 4000 %0000 000 A0 400 00 900 4000 000 000 A0 00 000 L0 000 000 A0 000 000 4000 000 400

Total 480,000 451,000 950,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 45,000 43,000 43,000 43,000 45,000 45,000 45,000 40,000 40,001
Girand Totl 480,000 450,000 950,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 41,000 40,000 43,000 48,000 43,000 40,000 40,000

| )

-~
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LESSON 6 — COPY FEATURES
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Lesson 6, Task 1 — Copy a Packet

To copy a packet means to copy the coding structures and allotment details contained in one packet to
another packet. You may select to copy the entire packet or any part of it.

1. Go to View Packet List and choose a packet and click the Copy tab. Note: Any packet can
be copied from, but only packets in draft status can be copied to.

View Packet List
Yiew Pachet Lt Carla D2 303 - Department of Health

Eiennium Roﬂs Load

Yiew Packet | AddPacket | Update Packet || View History || Delete | SetLocks || Allabments | Impart | Exfbrt || Copy | Reffew Tssues

|AMR Pre-Ralease Edts V‘ Run

||| Membe?t] e | Powan i Cah Dish|CashRet Rev Eiplaaton nferal Comet|
D 00l Capital Amendment v oV v oY Testerl, Superlser!
i Capital Amendment Oct Release Regression test PreRel Edit Chlk packet  Draft v v vy v Testerl, Superllser]
D 014 Operating Interrial Adjustments fasting 3a Drah 190 - Adinistr ation v oV v oY Testerd, UsetBO
D L] Operting Initial Allotrent SRS Impart Draht v Testerd, UsetBO
D i Operating Unanticipated Recejpts TTpro issue 10630 Drah v Testerd, UsetBO
D 0011 Caphal Governar's Cash Deficit Reductions Draht v Testerl, Superllser]
D 00 Capital Iniial Alotment 008 Tast Packet Draft v oo Testarl, Superlser!
D 0008 Operting Initial Allotrent BOL best pachet Draht v v vy v Testerl, Superllser]
D 000 Operating 2nd Qlr Adjustments fest Drakt 010 - Epidemiclagy, Health Stats & Public Lab ¥/ Testerd, LserEA
D 1 o7 Operating 2nd Clr Adjustments Test TTP 11266 Draht v v Testerd, LserEA
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In the Copy tab you make your selections.

e Include —is used to include all components or deselect the items not needed.
Detail Options — is used to include details or not, to reverse signs, or zero out the amounts.
e What Action to take — choose between Merge/Sum Amounts Together for Duplicates and
Delete Original/Replace.
e To Packet - is used to designate where you want the data being copied to go to.

2 | |
£ Copy -- Webpage Dialag R

Copy from Packet 0002

Include Alotted Expenditures Staff Manths (FTEs)
Unallotted Reserves
Cash Disbursements Cash Receipts
Revenue

Detail Options Include Detais

3] Merge / Sum Amounts Together for Duplicates

) Delete Original / Replace

To Packet...

Biennium 2011-13 -

Packet Purpose [Select a Purpose]
Packet [Select a Packet]

Copy | [ Gancel |
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2. The dropdown arrow for Detail Options allows you to:
e Include Details — includes allotment details and amounts.
e Include Details/Reverse Signs — includes allotment details and changes all positive
amounts to negative and all negative amounts to positive.
e Include Details/Zero Out - includes coding structure and allotment details with no

amounts.

e Do Not Include Details — copies only the coding structures.

) Copy -- Web Page Dialog

Copy from Packet D013

Include Allatted Expenditures

Unallotted

Cazh Disbursements

Rewernue

Staff Months (FTES)

Reserves
Zazh Receipts

Detail Options Include Dratails

Include Details

Include Cretails f Reverse Signs
O Merge § Sum JInclude Details f Zero Out

Do Mot Include Cetails

) Delste Original TReplace

To Packet..,

Bienniurn

| 2007-03 v|

Packet Purpose | [Select a Purpose]

Packet | [Select a Packet]

Copy Cancel

Note: When a user wants to merge multiple packets and reverse the signs, here are the steps:
First merge all the packets you want to merge into one packet, create a new packet, copy the
packet with the merged packets into the new packet and reverse the signs.

3. Select what action you would like to take:
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e Merge/Sum Amounts Together for Duplicates — this action will add coding structures
that do not exist in the ‘to” packet and where there are duplicate coding structures it will
add the amounts together.

o Delete Original/Replace — this action will delete everything in the ‘to’ packet and only
bring in the selected items.

@ Copy -- Webpage Dialog | 8 |

Copy from Packet 0002

Include Allotted Expenditures Staff Months (FTEs)
Unallotted Reserves
Cash Disburserments Cash Receipts
Revenue

Detail Options Include Details

f‘@:’ Merge / Sum Amounts Togé for Duplicates

@ Delete Original / Replace

Biennium 2011-13 -

Packet Purpose [Select a Purpose]

Packet [Select a Packet]

Copy || Cancel |
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4. Select which packet to copy to:

e Biennium — use the dropdown arrow to select the biennium for the ‘to packet’.

e Packet Purpose — use the dropdown arrow to select the packet purpose to reduce the
packets to choose from for the ‘to packet’. Note: You do not need to select a packet
purpose; you may go directly to Packet and make your selection.

e Packet — use the dropdown arrow to select the packet to copy into.

E] Copy -- Webpage Dialog . )

Copy from Packet 0002

Allotted Expenditures Staff Months (FTEs)
Unazllotted Reserves

Cash Disburserments Cash Receipts
Revenue

Detail Options Include Details

@) Merge / Sum Amounts Together for Duplicates

Biennium 2011-13 -

Packet Purpose [Select a Purpose]

Packet [Select a Packet]

5. Once you’ve made your selections click the Copy button and a message will appear warning
you of the action that will be taken.

6. If this is the action you intended click the OK button.

62



-

Message from webpage - — u

Copying data into the selected packet will delete any previously existing
| coeding

structures and allotment details with amounts,

i Do you want to continue with the copy?

QK Cancel

7. A message will appear saying that the action was completed.

i E Copy -- Webpage Dialog | & |

Copy from Packet 0054

Include Allotted Expenditures Staff Manths (FTEs)
Unallotted Reserves
Cash Disbursements Cash Receipts
Revenue

Detail Options Include Details

® Merge / Sum Amounts Together for Duplicates

-
@ Delete Original / Replace | Message from webpage

To Packet...
Biennium 2011-13 i The data has been copied.

Packet Purpose [Select a Pu

Packet 0060 Tanya
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Lesson 6, Task 2 — Copy Coding Structure

Copy coding structure means to copy the selected coding structure contained in one packet to another
coding structure within the same packet. You may select to copy the coding structure with or without

the allotment details.

1. From View Packet List choose a packet and click the Allotments tab. Then select the coding
structure you wish to copy and click the Copy tab. Note: Only one coding structure can be
copied at a time

View Packet List > Alotment Coding Structures

Expenditures

Biennium; 2011-13

Cash Disbursements _ Cash Receipts  Revenue
Packet Number: 0060 Status: Drft

Purpose: Operating fth Qtr Adjustments

A1000 - 1000

A1000 5100

A3000 100
A8100 - Ll
80000

80000

@ A1000 5100

80000

Bxec Mgt

Comm

]

M2 BEIN

In the Copy tab you make your selections.
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Include —is used to include all allotment details or deselect the items not needed.

e What Action to take - choose between Merge/Sum Amounts Together for Duplicates and
Delete Original/Replace.

e To Packet - is used to designate what coding structure you want the data being copied to
go to.

@ Copy -- Webpage Dialog | J

Copy from Packet 0060

Include Allotted Expenditures Staff Months (FTEs)
Unallotted Reserves

) Merge / Sum Amounts Together for Duplicatas

) Delete Original / Replace

To Packet...

Biennium 2011-132 -

Packet Eurpr:rse| [Select a Purpose]

Packet | Current Packet (0060} = |
Coding Struct.  [Select a Coding Structure]

Copy | [ Cancel |

2. Select what action you’d like to take:
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Merge/Sum Amounts Together for Duplicates — this action will add allotment details
that do not exist in the ‘to” packet coding structure and where there are duplicate coding
elements it will add the amounts together.

Delete Original/Replace — this action will delete everything in the ‘to’ packet coding
structure and only bring in the selected items.

2} Copy -- Web Page Dialog

Copy from Packet 0013

Inchide allotted Expenditure Staff Months (FTEs)
%] Unallatted Rezerves

Bienniurn
Pack.at

Purpoze
Packet Currant Packet (0012

[Select a Purpose]

Coding Struct, | [Select a Coding Structure]

Cancel
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& | Copy -- Webpage Dialog B

Copy from Packet 0060

Include Allotted Expenditures Staff Months (FTEs)

Unallotted Reserves

To Packet...

Biennium 201113 -

Packet Eurpose| [Select 3 Purpose]

Packet | Current Packet (00680) - |
Coding Struckt. [Select a Coding Structure]

Copy || Cancel
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3. Select which coding structure to copy to:

e New Coding Structure — use the dropdown arrow to select a new coding structure.
e Existing Coding Structures — use the dropdown arrow to select the coding structure

you wish to copy to.

Note: Biennium, Packet Purpose, and Packet are not options at this time and are
grayed out.

3 Copy -- Web Page Dialog

Copy from Packet D013

Inchude allotted Expenditures Staff Months (FTEs]
Unallotted Reserves

'@} Merge f Surn Arnounts Together For Duplicates

O Delete Original f Replace

To Packet...

[Selact a Purpose]

Current Packet (00130

Coding Struct, | [Select a Coding Structure]
[Select & Coding Structure

Mew Coding Strocture,.,
PI:E2222,00:M001,P:9999,5P 99
PI:e2401,01:0518,P:9999,5P: 99
PI:E2F22,00:DE33,P9999,5P 99
PI:92101,21:I001,P:9999,5P: 99
PI:97101,21:I001,P:9999,5P:199
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[ 2| Copy -- Webpage Dialog

Copy from Packet 0060

Include Allotted Expenditures Staff Months (FTEs)

Unallotted Reserves

© Merge / Sum Amounts Together for Duplicates
) Delete Original / Replace

To Packet... 5
Biennium pT1-13 ~ |

Pag urpose iséled 3 burposej
et [ Current Packet (0060) ~ |

J

Coding Struct. [Select a Coding Structure] | v
[Select a Coding Structure] -

T |New Coding Structure... —
PI:A1000,P:1000
PI:A1000,01:5100,UD:Exec Mgt \i
PI:A2000 ,
PI:A3000
PI:A3000,01:5100,UD:Comm

P1:A8100,P:8100
PI:B0000

PI:80000,UD:M2 AF 1K Cony | [ Cancel |

P1:B0000,UD:M2 AG 1R
P1:B0000,UD:M2 AL 1P
P1:B0000,UD:M2 AN 1Q
P1:B0000,UD:M2A1 1C
P1:B0000,UD:M2A1 1G
PI:81000,P:2000
P1:81000,01:5150,UD:ATS
PI:B1000,01:5155,UD:LAN/WAN
P1:B2000

P1:B2000,P:2000

P1:B2000,01:5100,UD:HR
http://ofmapoly400/BAS p1:82000,01:5160,UD:HR - TRAIN anet | Protected Mode: Off 7

P

4. Once you’ve made your selections click the Copy button. If you selected an existing coding
structure, a message will appear warning you of the action that will be taken.

5. If this is the action you intended click the OK button.
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-
Message from webpage u

Copying data into the selected packet will merge new coding structures
and allotment details with amounts.

If there are duplicate records, the new amounts will be the sum of the
two records,

Do you want te continue with the copy?

QK Cancel

6. If you selected New Coding Structure another dialog box will appear. This dialog box will
show the coding structure you are copying from. Enter your new coding structure and click
Save.

View Packet List | 5

B Copy -- Webpage Dialog

Copy from Packet 0060

Include Allotted Expenditures Staff Months (FTEs)
" —_———

i -
B Copy Coding Structure -- Webpage Dialog

Merge / Copy Coding Structure

@ Delete Dj-

Program Index

A3000 - Communicationd |

To Packet.
RN Biennium

Qrganization Index Budget Unit
|5100 - Information Services | |

Packet Purpo
Packet
Coding Struct

AFRS Project Budget Activity

AFRS Sub Project

| User Defined
Comm

AFRS Project Phase

Cancel

http://ofmapoly400;
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7. A message will appear saying that the action was completed.
A -- Web Page Dialog
Copy From Packet D012

Inchide Allatted Expenditures Shaff Maonths (FTEs)
Unallatted Fezerves

O Merge f Sum Amounts Together for Doplicates

@ Delete Original f Replace

To Packet..,
Bienniurn 2007-09

Packet
Purpoze

Packet Current Packet (0013

[Select a Purpose]

Coding Struct, | Mew Coding Strocture,.,

Microsoft Internet Explorer |§|
' "-\ The data has been copied.

Copy Cancel

TO DO - Hands on: Practice copying packets, copying coding structures to new coding
structures and existing coding structures.
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LESSON 7 — FEATURES NOT INCLUDED IN INITIAL & INTERNAL
PACKET PREPARATION
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Lesson 7, Task 1 — Adjustment Amount

Note: The adjustment amount field is available only for Operating Quarterly Adjustments,
Operating Internal, and Capital Internal packets. The adjustment amount field was created to allow
agencies to move allotment capacity from closed fiscal months without skewing the current month or
changing the official allotment record for closed months. The total adjustment from closed months can
be placed into the adjustment month field and the current month amount will contain the actual change
desired for that month. The adjustment amount will show as a separate entry on the TALS-AMR
reports. The adjustment amount will however be posted to AFRS in the current fiscal month.

1. Create a new packet with packet purpose

Operating 2" Qtr Adjustments

2. Add a new coding structure and allotment details. Notice that a new amount tab is available
(Adj. Amount). See below:

2} Add Expenditure Allotmem Detail -- Web Page Dialog @

Add Expenditure Allotment Detail

EaL Pazbe Fepeat Spread Cuarterly

[ o Fus [
: F1 3 [ o Fuss [
|[Enter or Select an Ohject] |

Enter or Select an EAT FM 1

Object

Sub Object
s N demy [
Sub Sub O, FM 6 [\ o] Fm [
| | | Fmz [N\ o Fm [
oF I L E—
Fa 10 [ Wz [

FriTatl [ 0

Adj. Amount| 0]
Biennial Total _

Save Fesat Add Cancel

3. After choosing an EAI and Object put a negative dollar amount in Adj. Amount and spread
that amount in open months, then click Save and Cancel.
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4. You have created an adjustment allotment. See below:

Adjustment Amount

Orline Views

Vi Packel Lis

i Packet it » View Packak Headr = Yiew Coding Suctukes = Alotment Detals UserBO Testard ¢ 105 - Offce af Financial Management

Bienniun: 20703 ' Status: Craf Purpose: Operding 2nd Qi Adiusments
Prageam Inde 0¢g, Indey AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
ot

Rows Load

| Expenditure Allotment Details

4 Updle Dilete
| il 2| 2 | B b8 23 Y
Dﬂll.ﬂ. 50,000 LI 1] o000 0000 00 0 XM o&M o o0 0 0 0 0 0 0 0 000

Tatal 50,000 0 -30,000 000 O0O0OTO0TMODTODOTOD0 D 02500025000 0 0 0 0 O O 0 O O 0 0 O
Grand Total 30,000 0 30,000 0 0 0 0 00O OO0 O 025000250000 0 0 0 0 0 0 O0TOD D 0 O

Staff Manth Allotment Details

Undllotted Allotment Details

Reserve Allotment Details




Lesson 7, Task 2 — Moving Unallotted Funds into Allotted

1. Create a quarterly adjustment packet.

2. Expand the UnAllotted Allotment Details grid, choose the Add tab, choose an EAI, then put
in a negative dollar amount, click Save and Cancel.

3. Now take that amount and allot it in open months.

Go to the Expenditure Allotment Details grid and expand it, click the Add tab and choose
an EAI and Object, and put the amount in.

5. You have successfully moved unallotted funds into allotted.

Allotment Management & Review Legut
L WP ol il oot |
Wiew Packet List = Yiew Coding Structures = Alotment Dekals UsetBO) Testerd + 105 - Office of Finandial Management

Biennium: 2007-3 Packat Nomber: 0071 Stabus: Dyaft Purposes Ciperating ind
Program Index Org. Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity Uset Defined
o0 S S S

Raws Load

| Expenditure Allotment Details

idd Updete Delete Display Freaze Calumns

eqonc b on | FELO [ FY2 | Adi | Bienial ™ il ™ ™ e
N [

[ m & 0 & 1 0 SHE SAE SES SN SHE SEE S5 SiX
Totdl 0 45000 0 45000 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 05%255525562556255625 5625 5625 5625
GandTotd 0 45000 0 45000 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 056255605562556255625 5625 5625 565

Staff Month Allotment Details

| Unéllatted Allotment Details

4dd Undste Dielete
T O T N I S T ™ T
0 Y Ficd Yeu 2 &[0
Totdl 0 45,000 0
Gtand Total 0 45,000 45,000

Raserve Allotment Details

Lesson 7, Task 3 — Unanticipated Receipt (UAR)
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Note: The unanticipated receipt (UAR) packet purpose requires that you use the unanticipated
receipt form from within the application. This keeps all documentation of the UAR in one location.

1. Create an unanticipated receipt packet by choosing 2011-2013 Biennium, Purpose “Operating
Unanticipated Receipts” and choosing a contact. After you click save you will see a new tab
available “UAR.”

Tanya Deuel - 179 - Department of Encerpri Senvices

Status: Dt

Bennum Agency Intemal Comment:
PIVEE]

Pumose
\Opemtng Unanicpated Recepts

Frogrm
[No Program Selected]

Tike
\Tenhq \nznticpated Reciept Add
FieTipe Desipion

Thiere are cumently no attzchments for the packet.

Fackat Explanation (Agency Extemal Comment)

Pirery Contact
Budget Ogs, Abha v ‘DESnﬂSDBquemehdesk@das..\a.qa't ‘ |['|a phone # on rs:n1

Secandary Contacts
[Sekect 2 Confact]

[Seect 2 Confact]

2. Click on the UAR tab. This is how you get to the Unanticipated Receipt Approval Request
form. Fill in the following:

Contact Person: Your Name

Phone Number: Your Phone

Purpose of grant...: UAR Training Grant

Begin Date: Today’s Date

End Date: One year from today

Type of Grant: Choose “new”

Budget Impact Summary Grant Award: $10,000, no matching funds

Analysis: Choose “no” on all of them

3. Click Ok.

4. Click on the Allotments tab and set up a coding structure and allotment detail for the $10,000
award. Note: When establishing an UAR you must set up an Appropriation Index through
the AFRS tables as described in the Allotment Instructions and the State Administrative and
Accounting Manual (SAAM) with at least one of them having an appropriation type of a 3 or 9.
This information must be in the AFRS tables before you submit your UAR or it will not pass the
pre-release edits. Note: For capital UAR packets, you must establish your coding in AFRS
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prior to creating the allotment in order for the capital project number to be editable in the

system. Note: All UAR packets must include an attachment of the grant award.
UNANT'C'PATED PACKET NUMEER o DATE SI.IBHII'I'I'ED6-
RECEIPT APPROVAL %ﬂi i gxiﬂmm
REQUEST

PHOME NUMEER

[ 1]

AGEMCY CODE & TITLE CONTACT PERSON 9

105 - Office of Financial Management | |

PROGRAM CODE & TITLE

BUDGET ACTMITY CODE &TITLEo
| | Operating

[Mo Program Selected] b | ”

FURFOSE OF GRANT AND DESCRIFTION OF HOW FUNDS WILL BE USED

TIME PERIOD FOR THIS GRANT f BWARD: @

Begin Date (month/dayiyear) |

Hote: K a portion of the grant period occurs after the next legislative sezsion, that portion of the grant should be normally included in the agency's nest
budget request. [See instructions)

B2 | End Date (monthidayyear)

TYPE OF GRANT [ fARD: Check one. m

C‘ HEW — The agency needs additional spending authority to spend thiz grant.
C‘ REMEWAL - The agency received this grant previously.

C‘ LOOENDOUM - The agency haz received additional funds to an existing grartéaward andior the purpose of the grant has been expanded.

C‘ CARRY OWER FROM PREVIOUS BIENMIUM - The agency has funds remaining from 2 previously approved unanticipated receipt from the previous

bienniumn. Indicate Mlatment Packet Mumber: I:l

|:| PASS-THROUGH OMLY - Check if the full amount will be passed on to the recipients and explain the nature of the pass-through.

BUDGET IMPACT SUMMARY

AEEDUNT- FREVIOUS CURRENT ENSLING CURRENT BMOUNT BGEMCY EXPECTS
Expenditure EBIENNILN BIENHILM BIENHILM ALLOTMENT TO REGUEST IN NEAT
Autharity Type REGUEST BUDGET SUBMITTAL
FTEs | | | || | | 1]
WARD | | | || [ 1]
BiaRD
METCHING
e v | | | || | |
TOTAL
@ILLARS
ez the grant require matching funds? 'G' YES C‘ WO 5S0URCE OF MATCHING FUNDS: |

I ez and the funds will corme from the agency's current budget, indicate the programs and activities that will be afected.
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AHALYSIS {to be completed by requesting agency) Attach additional documents or explanation as necessary. @
VES HO
O O 1. Can these funds be substituted for presertly allotted funds?
f ez, deseribe the source and amourt to be placed in rezerve,
f ma, and if the reason is amything other than a specific stipulation by the grartor, please explain.
2. Does acceptance of these funds commit the state to further expenditures in a later period?
O O ff yes, indicate the probable source of future funding.
O O 3. Does this new grardfaward create a new policy direction?
f ez, it should be considered in the agency’'s new budget request rather than the unanticipated receipt process.
4, Indicate the specific plan for termination or cortinuetion of the program beyond the anticipated length of time and funding.

ok, Cancel

Packet Number—Will be derived from the packet and will also display the packet title.
Date Submitted—Will automatically fill in once the packet is submitted with that date.
Agency Code & Title—Will be derived from the packet.

Contact Person—A required text field.

Phone Number—A required text field for the contact person’s phone number.

Program Code & Title—A drop down field the user can choose for the appropriate program. Itis an
optional field.

Budget Activity Code & Title—Two text fields that are optional.

Operating/Capital—This field is derived from the packet type.

Purpose of Grant and Description of How Funds will be Used—A required text field.

Time Period for this Grant Award—The beginning and end dates are two required date fields.

Type of Grant/Award—Four choices of new, renewal, addendum, or carry over from the previous
biennium. One of these must be chosen. If carry over from previous biennium is chosen, you must
indicate the previous packet number.

Pass-Through Only—an optional check box. If this is selected, an explanation must be given.

Budget Impact Summary—This table captures FTEs, grant/award and matching fund information for
previous, current and ensuing biennia as well as current allotment request and amount agency expect to
request in the next budget submittal. The details are described in the following table:

Account | EA Previous | Current Ensuing Current Amount Agency
Type Biennium | Biennium | Biennium | Allotment | Expects to
Request Request in Next
Budget Submittal
FTEs N/A N/A FTE FTE FTE FTE FTE amount field /
amount amount amount amount optional
field / field / field / field /
optional optional optional optional
Grant/Award | derived derived dollar dollar dollar derived dollar amount field /
from from amount amount amount from packet | optional
packet packet field / field / field / based on
optional required optional account/
EA type
Matching combo combo dollar dollar dollar dollar dollar amount field /
Funds field / field / amount amount amount amount optional
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optional optional field / field / field / field /
optional optional optional optional
Total Dollars | N/A N/A calculated calculated calculated calculated calculated sum of
sum of sum of sum of sum of dollar amounts above
dollar dollar dollar dollar
amounts amounts amounts amounts
above above above above

e Does the Grant Require Matching Funds?—Must choose yes or no, if yes is chosen, you must indicate
the source of matching funds and programs and activities that will be affected by using these funds.

e Analysis section—A series of four questions, the first three of which a choice of yes or no must be

selected, the last question is optional. In the first question “Can these funds be substituted for

presently allotted funds?” If yes is selected, at least one matching reserve allotment detail record must
exist in the packet before it can be submitted. If no is selected and the reason is anything other than a
specific stipulation by the grantor, it must be explained. In the second question “Does acceptance of
these funds commit the state to further expenditures in a later period?” If yes is selected, then the

probable source of future funding must be explained.
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LESSON 8 — EXPORT
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Lesson 8, Task 1 — Export/Import Coding Structure & Allotment Data

Agencies may want to make changes to an existing allotment packet. The Export tool can be used to
export allotment data, make modification and then import back into TALS-AMR.

Note: Can export only one packet at a time. Note: Will export allotment data into a tab
delimited text file. Note: If modifications are needed, it is best to save the export text file into
Excel, make your changes, save back to a tab delimited text file and then import back into TALS-AMR.

1. From the View Packet screen, select the allotment packet that you want to export, then the
Export tab. Make sure to select an allotment packet that has allotment data. The Export Data
dialog box will be displayed:

Allotment Management & Review
Vet |RERE IMI__

View Packet Lit UserBO Tester3 : 105 - Offce of Financal Management

Benrium | 208 ¥ Rows| Al ¥ Lood AR Pre-Relzaze Edts ¥ fun

/a
View Packet | Add Packet || Update Packet | View History || Delet ||Set Locks | |Alltments| Import @ Copy || Review Issues

L et e C M-l@
001 Qperating Inal Alofment Draft ¥ ¥ ¥ Testerd, UserB0
D i 04 Operating Inital Alotment Working Draft of Inta Alltment Dafa Draft v v v Testerd, UserB0
D it} Revenue znd Casn Adjustments It Teter], UserB0
D 0z Qperating Inial Alotment Draft Testerl, UserB0
[ i Revenuzand Cash Ajusments E Testerl, UserBO
D 00t Operating 1t Supplementl Iraft Testerd, UserB0
D ] Operating Inerrel Adjustments It Teser], UszrB0
D 00 (Qperating Allocabions Draft Tester], UserB0

2. All data elements are selected by default when the Export Data dialog box opens. Select the
Export button. The File Download — Security Warning dialog box will display:

Note: You can deselect the appropriate selections by clicking the check boxes.

2 Export Data -- Web Page Dialog ad
I

Select the allotment data to export.

Expenditures Unallotted
Ressrves St=ff Months
Cash Disbursements Cash Receipts
Rewvanus
Export Cancel

3. Select Save to save this file.
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File Download - Security Warning

Do you want to save this file?

@ Mame: TALSExport_0019_2282007
Type: Unknown File Type, 1.19 KB

From: ofmapaly400

Save ] [ Cancel

potentially ham your computer.  you do not trust the source, do not

VWhile files from the Intemet can be useful, this file type can
save this software. What's the risk?

4. You will be prompted to confirm the save location of the export file. In training, choose the
Desktop icon. The system will generate a file name with the packet number and date (i.e.
TALSExport_0019 2282007.txt). You can decide to change the file name or leave the file
name as is. In training leave the file name as is.

Change the Save as Type to: All Files

Select Save.
Save As 1 5
Savein: | I~ Export and Import for Training V| @ _? =% [
Recent
[s
Desktop
vy Documents
Wy Computer
File name: |Agenc:,r 105 Export bd e |
Wy Metwark Save as type: |AII Files L |

5. A Download Complete dialog box will be displayed. Select Close. The packet has been
exported into a tab delimited text file.
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Download complete

i

v

== Download Complete

Saved:
TALSExport_0019_2282007 from ofmapoly400

(FESSSRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRREY

Downloaded: 1.19KBin 1sec
Download to: I:'\My Docume. .. VAgency 105 Export, bt
Transfer rate: 1. 19 KB/Sec

Close this dialog box when download completes

[ Cpen ] [Dpen Fulder] [ Close ]

6. To make modification to exported allotments you will want to make your changes in Excel.
You have a couple of options. One option is to open the exported text file and copy and paste
into the Excel Import Template. The other option and in training perform the following.
Open Excel, change “Files of type” to Text Files, browse until you find the exported text file,
and double click on the text file. Note: When you want to modify the text file, it is best to
make changes in an Excel file rather than in the text file (the reason is because columns do not

line up with the headings in a text file).

Open
Look in: | |[C) Export and Impert for Training A | @ - | 'a ¥ i EH v Tools -
Ej 105 TALSExport_0021_462007. txt
E:I agency 090.txt
My Recent =|| B 105 Export 1. tf]
Cit.ieri E‘] Agency 105 Export X.txt
= E:I Agency 235 Import. txt
L- @l_].ﬁ.gency 235 Import. xls
Desktop E:I Agency Import. txt
@l_]f:u:py of ImportTextFileTemplate. xls
& TALSExpDrt 0018 3292007
’_) [£] TaLSExport_0005_3302007. bt
My Documents
My Computer
My Compute‘ﬂ
1 File name: | = | [ Open -]
My Metwork
Flaces Files of type: |.-5.|| Files {=.%) v | [ Ca”_]"'f'

7. The Text Import Wizard — Step 1 of 3, dialog box will open. Select “Delimited” data type.
Then select “Next>".
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.,
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:
() Delimited - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: File origin: 437 : OEM United States v
Preview of file I:\My Documents\Export - Impart Text Files)...\Agency 105 Export 1.txt,
thl|:|tmentTypECndEDPrngra:nIndeandEDOrganizatinnIndeandeElAfrsPr A
|2 EXEO000100 a O O o ] OOoo110 OOa0AMS5% 01000004 =
|3 capOooolo00 O OO O ooo0zoo OO00000003 000000000
|4 CRROO001000 O o o ] OO0022 2000010010 0045000000
i'FIEDCI"_'IUlUD a O O o ] OOozoO OOa0a05Wal o

¢ | >
[

8. The Text Import Wizard — Step 2 of 3 dialog box will open. Select “Tab” (Tab is

by default), then select next.

Text Import Wizard - Step 2 of 3

" This screen lets you set the delimiters your data contains. You can see
howe your text is affected in the preview below.

|:| Space

Delimiters . .
[] Treat consecutive delimiters as one

Tab [[] semicolon [] comma
[] other: |:| Text qualifier:

selected

Data preview
llotmentTypeCode ProgramIndexCode PrganizetionIndexCode frsProj
o010
o010
0010
0010
- ' >
[ Cancel ] [ < Back ] [ Mext = ] [ Finish

]

9. The Text Import Wizard Step 3 of 3 will open. Highlight all the coding columns by holding
down the shift key; do not highlight the Amounts columns. Then Select “Text” for the

Column data format.
to use formulas or links to other spreadsheets. Select the Finish button.
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Text Import Wizard - Step 3 of 3

- This screen lets you select each column and set Column data format
the Data Format. ) General
‘General’ converts numeric values to numbers, date @’IEH
values to dates, and all remaining values to text. () Date: |MDY e

() Do not import column (skip)

Data prewview

(e ) (=)

10. Now your Exported text file will open in Excel, however the file extension is .txt. After your
file is open, highlight the coding columns, select Format, select Cells, select Text and then
select OK. The coding columns are formatted to text; this will ensure your codes with leading
zeros will not be lost.

Note: In the diagram below, notice the file opens in Excel and has a file extension of .txt.

Microw(Exceh Agency 103 Expart@
: : \'/ '

Insert Format Tool® Window  Help orhelp =
NEHRAS DV E SR F9 -8 5 -5 E] D piv -/BI=|> W% H-A-
d 21 7] i iy - | 3 | 21 ol @_I | ¥"# Reply with Changes... End Review... !
{ & Snaglt &' | Window - ! @ @A A Q Favorites ~ | Go~ | 5 | Vlefmapolyd03Yindividual\SharleneMiMy Documents\Export - Impar + !
Al - A& AllotmentTypeCode
A | B | ¢ | o | e | F [ 6 | #Hw [ 1+ [ o | K [ L [ ™M | N =
| 1 [AlistmentTIProgramin Organizatii AfrsPrajec: AfrsSubPri AfrsProjec BudgetUni BudgetAct UserDefine Appropriati CapitalPro AccountCe ObjectCod SubObje
2 |EXP 00010 011 A A
3 |Exp ‘00010 i a b
4 [caD  Tbooto 020
5
|6 [cAR  Do010 AAA
|7 |FTE ‘00010 020 A A =
-~ P Fonnan Lo
W 4% W]\ Agency 105 Export 1/ < el
Ready MNUM
—= = —
- .

11. Freeze the column headings by clicking in spreadsheet cell A2. Selecting Windows from
the tool bar and then select Freeze Panes.

12. Add a row of coding for your agency with amounts for each of the following allotment types:
Expenditure, FTE, Reserve, Unallotted, Revenue, Cash Disbursement, and Cash Receipt.
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Note: Allotment Type Code for the following: (see appendix 3 for the Import Specification)
Note: Option 1 agencies must have a separate row for expenditure EA Indexes and
Obijects.

Expenditure = EXP
FTE=FTE

Reserves = RES
Unallotted = UNA

Cash disbursement = CAD
Revenue = REV

Cash receipt = CAR

13. Save this file as a text, tab delimited file:

Select File, Save As, click the Desktop icon, and
Change the File Name: Agency XXX Export X.txt
Save as Type: Text (Tab delimited) (*.txt)

Select Save.

Save As @

save in: IC3) Export and Impert for Training v (@ @ Q X Cu E - Toos~

IE] 2005-07 - 351 - L901[1]. bt
@ Iglé.ﬁ.gency 105 Export 1.txt§
My Recent
Documents

=
I
Desktop

9

My Documents

o

My Computer

©

- File name: |.ﬁ.genc1_.r 105 Export 1.txt v| [ save |
My Network —

Places Save as type: |Text (Tab delimited) (=, txt) v Cancel

14. You will be prompted with the following message. Select OK.
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The selected file type does not support workbooks that contain multiple sheets.

«To save only the active sheet, dick OK.
+To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

[ oK ] [ Cancel ]

15. You will be prompted with the following message. Select Yes.

Agency 105 Export X, tet may contain features that are not compatible with Text (Tab delimited). Do you want to keep the workbook in this format?

~
\y « To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick Mo, Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

[ Yes J [ Mo ] [ Help ]

16. The text file has been saved. Import this text file back into the packet that was exported in this
lesson. The next lesson will walk you through importing the text file.
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LESSON 9 - IMPORT TEXT FILE
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Lesson 9, Task 1 — Download the Import Template

The Import tool gives agencies the ability to import data from agency internal allotment systems or
from Excel spreadsheets. The Excel template that you are about to download is the format that is
required to import allotment data into the application.

Note: The template format is in the required Import format. Do not add, delete or rearrange
columns. Note: It will be the agency’s responsibility to ensure that the import file is in the proper
format and the fields within the file meet the prescribed format (see appendix 3 for the Import
Specification).

1. From the View Packet screen, add a new packet. In the packet title enter Import Packet.
2. Select the new packet and then select the Import tab. The following dialog box will display:

Text File SPS Data
Select 3 pre-formated text file to upload.

Browse...

D Merge f Sum Amcunts Together for Duplicates

D Delete Crriginal [ Replace

Click_here to download the file upload templsts,

Cancel

3. Select the Click here to download the file upload template link. A File Download dialog
box will be displayed. Select Open.

Do you want to open or save this file?
@ j Mame: ImportTextFileTemplate, xs
Hl Type: Microsoft Excel Worksheet, 15.0 KB

From: ofmapaly400

Cpen l [ Save ] [ Cancel

Always ask before opening this type of file

While files from the Intemet can be useful, some files can potentially
harm your computer. I you do not trust the source, do not open or
save this file. What's the rigk?
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4. The AMR Import template will open.

f ;'r
Y \ A = ) i a2 r
. O o \ﬂ @ { ﬂ pl ) Search ‘:}'\'( Favarites 6} W [\ - & = _J ﬁ
: Address | v| £
! Links @bl Inside OFM - Intranet Homepage @bl Budget and Allotment Support System 8-2006 : & snaglt E &

A B | C | D | E
Allotment Type Code Program Index Code Organization Index Code AFRS Project Code AFRS Subproject Code

1
2
3
4
5
B
7

M < » W] Sheetl ) Sheet? J Sheet3 /
@l Unknown Zone

5. Select Save As and save this template as an Excel file. In training, save to your Desktop.

Save As E]

Save jn: |@ Desktop V| @ -2 Q X i B~ Tools~

DM\; Documents
i My Computer
My Recent || My Netwark Places
Documents |- gass Release 6 TALS
= E_]Cu:upy of ImportTextFileTemplate 1. xls
|. E_]Cu:upy of ImportTextFileTemplate. xls
Desktop @_jimpu:urt c100.xls
[575hortout to BASS Release 6 TALS
A [53 5hortout to Product Manager File
s E3)5WFS

My Documents | B8] test. s

s

My Computer

: File name: opy of ImportTextFileTemplate, xls w | [ Save ]
My Netwark =
Places Save as type: |I'~"Ii|:r|:|scu1"t Office Excel Workbook (*.xs) w | Cancel

The import template is now ready for you to create your allotments to import into TALS-AMR. See
appendix 3 for Import specification.

Lesson 9, Task 2 —Import Text File
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Once you have created your allotment data in the proper import format and saved as a text file, you can
now import into TALS-AMR.

Note: The packet into which the data will be imported must exist prior to selecting the Import tab.
Note: Data can be imported into a packet in draft or returned status only. LI Note: Can merge
together a text file into an existing packet that already has data. Note: When the Merge/Sum
Amounts Together for Duplicates radio button is selected, the import will merge all new coding
structure and allotment detail data, for all components. When there are duplicate coding structures
and allotment details, the amounts will be summed together. Note: When the Delete
Original/Replace radio button is selected, the import will replace all Coding Structure and Allotment
Detail data for all components. Note: If there are import errors, the text file will not import into
the application. Note: Imported files cannot be larger than 3MB.

Note: If you perform an import for both the SPS Import and the text file import, you should import
the text file first then the SPS Import. The reason the import should be performed in this order is
because the Import Text File replaces or merges all data and the SPS Import only replaces or merges
FTE, and expenditure object A and B data. See the Import SPS Data lesson for more information.

1. From the View Packet List, select the allotment packet you wish to import into. Then select the

Import tab.
: Cotact BASE
Allotment Management & Review S e
Logaut
I - = < | e e
Vievi Packet Ligt UserBO Tester? : 105 - Offce of Financil Management
Bennium | 200089 ¥ | Rows | 10 ¥ Load AMR Pre-Relezse Edts ¥ | Run

View Packet || Add Packet | Update Packet || View Hitory || Deete | et Locks || Alefments M Eyport || Capy || Review Isues

‘.Ti“E Status  Program Exp Cash Dish Cash Recpt Rev Explanation Internal Comment  Last Update Creator
|:| i 008 (operating Initel Alldment Working Dreft of Intis Alotment Data  Dreht v v Testerd, UserB0 Teser), UserflD
|:| 0057 Operating Initel Alltment viendifest Dreft 4 Gunther, Wendi  Gunther, Wendi
|:| 1 0% Operating Infial Alltment Font size et packet Dreft 020-Budgt ¥ ¥ v v Testerd, UserEA  Tederd, Superlser)
na 055 Operating Goveror's Cash Defict Reductions Dreft v v Teserl, UserB0 Corbin, Sare2
|:| 0054 Operating Unantcipsted Receipks Test Adjustment Manth Dref Vv v Overman, At Qverman, At
D 053 Operating &th Qi Adjustments Test Adjustment Month for FY1 Approp ~ Dreft 4 v MeGrath, Sharkne  Overman, At
|:| 1 052 Opersting Unanticipated Receipts Test PDF Link in Emal Dreft v Overman, At Overman, At
|:| 09 m Operating Unanticipated Receipts Test PDF Link in Ema Pending 4 v Admin, AMR ~ Overman, At
D 005D Operafing Inite/ Allment et Dref v MeGrath, Shariene  McGretn, Sheriene
|:| 03 Operating 4th Qi Adjustments Test Adj Month Draft 4 Overman, At Overman, At

2. Select the Text File tab.
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SPS Data

=d text file to upload.
|[ Browse... |

O Merge / Sum Amcunts Together for Duplicates
() Delete Original | Replace

Click here to download the file uplosd templste,

3. Select the Browse button, search for the text file you updated in the prior lesson. To import,
double click the file for import.

Note: The file must be a text file.

Choose file ?[x]

Loolk in: I (E} Desktop j = £k EE-

My Documents 52)BASS Release 6 TALS i2n

) ¥ My Computer EBass STR System Bn

Recent .aMy Metwork Places @Eudget and Allotment Support System r~

@' OTool ﬁ Caloulator h

@ Il w3270 Secure =X cBSMan.pdf @

(5 )Raxio DigitalMedia Plus v7.2 = connect.pdf i 3

Desktop £ Snaglt 8 B8 Executive Manitoring i

= E‘j; Steelray Project Viewer EFastTradcToN'-ﬂF‘..exe ﬁ!r‘-

:) @E‘ETest Case Manager @Guvernnr Christine Gregeire Welcome Er‘-

! [Z] 105 GBI for 111601 test.txt EHlimport c100.xs &lc

My Documents | = - 10 FTE Agy LvI BIENNROLL sw.txt @ Internet #c

p—— #] 1500char. doc @Lugin to TestTrack Pro Web E‘iF

g’ .ﬁ.cﬁ'u'ity' Budgeting Issues Ehﬂiausuﬁ Office Access 2003 E2s

My Comguter [£] Agency Import. tut Micrnsnﬁ: Office Excel 2003 é}E

@.ﬂdlntﬂent Reports @Miansnﬂ: Office Outlook 2003 s

@ £ il ] B

My MNetwork  File name: Iﬁgenc'_.r Import b - Cpen |
Places

Files of type: | Al Files (%) | Cancel |

4. After selecting the File, the File location and name will appear to the left of the Browse button
on the Import dialogue box. Select the Delete Original/Replace radio button.
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Note: By selecting the Delete Original/Replace radio button, this import will delete and replace
all data in the selected packet.

Note: By selecting the Merge/Sum Amounts Together for Duplicates, it will merge all new data
and sum duplicate data amounts together, but will not delete data previously in the packet before
the import. This functionality would be used when you want to merge a text file into a packet that

already has data.

SPS Data

Selert 3 pre-formated text file to upkoad.
|I:".I"u'1'3,.r Dm:uments‘v.Expcrrﬂ =

erge [ Sum Amounts Together for Duplicates
® Original / Replacs

Click here to downloed the file uplosd templste,

Upload Cancel

5. Select the Upload Button. The system will display a warning message about deleting existing
data, click OK.

Microsoft Internet Explorer

9P Importing into the selected packet will delete any previously existing coding and
q) allotment data contained within it

Do you want to continue with the impart?

[ Ok, ] [ Cancel

6. On completion of the Text File Import, the system will display a successful message, click OK.
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Microsoft Internet Explorer |£|

' "-l., File uploaded successfully.
L

L_ox |

Note: For an unsuccessful import you will receive a Text Import Error Report. See
Appendix 3 for the required import format. The errors must be corrected before the import will
upload successfully. It is best to make your corrections in Excel rather than in the text file.

) Text Import Error Report -- Web Page Dialog
Text Import Error Report

Allotment Management & Review: Text Import Error Report

Agency 105-Office of Financizl Management Biennium
Date & Time 3/2/2007 2:38 PM

Error Description

organization index code: Organization Index is optional, but f specified, must be exactly 4 alpha-numeric

characters.

#
2
7 program index code: Program Index must be escacthy & alpha-numeric charactars,

W

Print Cancel
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LESSON 10 — IMPORT SPS DATA
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Lesson 10, Task 1 — Import SPS Data

Agencies can create SPS Projection files that can be used to import allotment data for FTEs and
expenditures for objects A and B.

Note: The packet into which the data will be imported must exist prior to selecting the import tab.
Note: Data can be imported into any packet in a status of draft or returned. Note: An SPS
Projection file can be imported into a packet that has existing data. Note: When the Merge/Sum
Amounts Together for Duplicates radio button is selected, this import will merge any new data into the
selected packet for FTEs and expenditure objects A and B only. If there is duplicate data with the
same coding structure and allotment detail for FTEs and expenditure objects A and B, the amounts
will be summed together. Note: When the Delete Original/Replace radio button is selected, this
import will delete and replace any data in the selected packet for FTEs and expenditure objects A and
B only. If importing both the Text File and SPS Data, import the Text File first and then the SPS Data.
Note: For Option 1 agencies, allotment details with an EA index will not be deleted, but will have
their EA index amounts added to any new amounts from SPS.

1. From the View Packet List screen, select the allotment packet, then the Import tab.

. ot B3

Allotment Management & Review Uit

logot

L MR} el Gbpeheotig () |

Ve Packet Lt \serBO) Testr2 105 - Offceof Financl Mangement
Benrium | 2048 ¥ Royis|10 ¥ Load AR Pre-Reeasz Egfs ¥ | fun

VewPacket | Add Packet | Update Packet || Vew Hitory || Delde | SetLocks | Alotments M Export || Copy || Review Isues

Tl Statis Program Exp s Dish Cash Recpt Rev Explanafion Internal Comment  LastlUpdate  Creator
D i 0% Operatng Il Alciment Warking Dt of Inal Aletrent D2~ Dt v v Teste, UserB0 Teter] Lserfd
D 057 Opersing Indil Aloiment viend e Dreh v Gunter, Wendi  Gunther, Wendi
D R Operstng Intil Aletment Font sz s packet Dt 00-Budgt V¥ ¥ 4 4 Testerl UserEh  Tederd, Superlerd
D B OS5 Operating Governor's Csh Defct Reduchions Dret v v Teste, UserB0 Corbin, Sarel
D i Opersing Unanficpsted Recepts Test Acitatment Morth Dreh v v Overman, At Overman, it
D it Operating £th Qfr Adjusiments Test Adjustment Month for FYL Approp ~ Dret v v Neiralh, Sharkne ~ Qverman, At
D i il Operating Unencipsted Receipts Test POF Link in Emel Drat v Overman bt Overman, At
D 09 mt Opersing Unanficpated Recepts Test OF Link i Emel Pending v v Adrin AMR Qe At
D 09 Operating Il Aloiment fed Dt v Meirath, Sharkne - McGirath, Sharkre
D 03 Operating 4th Qfr Adustments Test A Montn Drat ¥ Overman, At Overman, At

2. Select the SPS Data tab.
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Salary & Bensfit Rolil .
ETE Account Rollup | 001/996 Account + |
FTE Object Rollup | No Object v|

O Merge [ Sum Amcunts Together for Duplicates

O Delete Criginal [ Replace

3. Click the down arrow for the Projection File. Select the Projection File to be imported.

Note: The Projection File list only includes projection files for the specific biennium of the

selected packet.
Note: Both program index and EA index must exist in the SPS Projection File for the SPS

data to be imported into TALS-AMR.

A Import -- Web Page Dialog

Import

Text File SPS Data

Projection File AB1 - Aaron's Projection hd

Salary & Bensfit Rollup AB1 - Aaron's Projection o

432 - Aazron’s Second Projection
FTE Account Rollup  |RM1 - Rk Managment Admin, 07-09
. RMA - Risk Management Admin, 07-03
FTE Object Rollup | pMD - RISK MANAGEMENT DIVISION
LGS - LG5I 0709
LI - test

{:} Merge [ Surn Amod TTT - test

) Delete Original [ R{EO1 - test prod

AL1 - Projection for Allen

ALM - 419 FTE's - Jul 200&

SCS - SACS Lead Worker 5% Raise -
LRO - HR Dats for Coll Barg (07-05)
BLD - SFY 08 data

HEP - CGFM

IMW - Testing Prajection

C52 - C5lI bisnnium 2

VI1 - Testing

Ihth:l:ﬂqabass.oﬁ'n.wa.gu ﬁ 3?:; ) i:ﬁ?;ﬂt?atnﬂ Impeort file
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4. Click the down arrow for Salary & Benefit Rollup to select the level of detail to be imported.
Select Object.

Note: The Salary & Benefit Rollup is referring to Expenditure Allotment Details EAl and
not FTE.

‘2 Import -- Web Page Dialog

Text File SPS Data
Eraojection File | AB1 - Aaron's Projection v |

Salary & Benefit Rollup | Object

FTE Account Rollup
Sub Sub-Object

FTE Cbject Rollup

{:} Merge [ Sum Amounts Together for Duplicates

O Delete Original [ Replace

Cancel

http:/fgabass.ofm.wa.go | §# Internet

5. Click the down arrow for FTE Account Rollup to select the FTE detail level at account or EAL.
Select 001/996 Account.

Note: By selecting 001/996 Account, the FTEs that are 001-1 (GFS) will be imported as 001
and all other FTEs will be imported as 996. If you have 001-2 (GF), this will be imported as 996.
Note: By selecting Account, the FTEs will be imported by account. £ Note: By selecting EAI,
the FTEs will be imported by EALI.
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A Import -- Web Page Dialog

Import
Text File SPS Data
Projection File | AB1 - Aaron’s Projection b
Salary & Benefit Rollup | Object v |
FTE Account Rollup | DDL/996 Account | W
FTE Cbject Relup  |EM!
Account

'::::' Merge [ Sum Amounts Together for Duplicates

() Delete Original | Replace

miport Cancel

Ihth:l:ﬂqabass.uﬁﬂ.wa.gu |a Internet I

6. Click the down arrow for FTE Object Rollup to select the FTE object level. Select No Object.

Note: By selecting No Object, FTEs will be imported with no object

Note: By selecting Object, FTEs will be imported at the object level

Note: By selecting Sub-Object, FTEs will be imported at the sub-object level

Note: By selecting Sub Sub-Object, FTEs will be imported at the sub sub-object level

a Import -- Web Page Dialog

Import

Text File
Projecticn File | AB1 - Aazron’s Projection b
Salary & Benefit Rollup | Object v |

ETE Account Rollup | 001/996 Account | |

FTE Object Rollup

Objact
O Merge [ Sum Amof Sub-Chject

Sub Sub-Object
() Delete Original / Replace

Ihtn:l:ﬂqabass.uﬁﬂ.wa.gu |ﬂ Internet I
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7. Select the Delete Original/Replace radio button.

Text File SPS Data

Projection File | AB1 - Aaron’s Projection b d
Salary & Benefit Rollup | Object v |
ETE Account Rollup | 001/996 Account % |

FTE Object Rollup | No Object v |

erge [ Sum Amounts Together for Duplicates
® Original / Replacs

Imniport Cancel

Note: By selecting the Delete Original/Replace radio button, this import will delete and replace
any data in the selected packet for FTEs and expenditure object A and B only.

Note: By selecting the Merge/Sum Amounts Together for Duplicates radio button, this import will
merge any new data into the selected packet for FTESs and expenditure object A and B only. Plus, if
there is duplicate data (same coding structure and allotment detail for FTEs and expenditure object A

and B only) the amounts will be summed together.

8. Select the Import button, the system will display a warning message, click OK.

Microsoft Internet Explorer

P Imparting 5PS data into the selected packet will delete any previously existing
v coding structures and allotment details for FTEs and expenditures for objects
A and B.

Do you want to continue with the import?

[ 0K ][ Cancel ]

9. On completion of the SPS import, the system will display a successful message, click OK.

Note: Option 2 agencies will receive the following message, select OK.
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Microsoft Internet Explorer |E|

' E The SP5 data has been uploaded,

Note: Option 1 agencies will receive the following message, select OK.

Microsoft Internet Explorer

' ': The 5P5 data has been uploaded. Please verify the variance between allotments by Object and allotments by EA Index.

101



LESSON 11 — ONLINE VIEWS
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Lesson 11, Task 1 — Using Online Views

Online Views allows you to view allotment data for analytical purposes. Online Views enables you:

= To specify the specific data you want to view by way of creating a query—called a “filter” in
the system. The filter contains 4 tabs:

1. Packet — choice of component for expenditures, cash disbursements, cash receipts, and
revenue information. Contains selections for packet number, purpose, status, packet
program, and title.

2. Organization — contains coding structure information for program, organization, and project
3. Account — contains expenditure authority, account, and object choices
4. Summary — lists the filter summary

= To organize the data requested in a hierarchy of your choice. This is done by the grouping
level selected in the filter tab. You may select up to 4 grouping levels, 1 grouping level must
be selected.

= To quickly view the amounts requested at a summary level as well as the detailed data
contributing to that summary. By grouping and displaying you are able to drill down to the
data as needed from your filter.

Note: Online Views are not intended for printing, however, can be exported by clicking Export
Data. Data will export in XML format and will include only Group Level 1 data. For optimal printing
of allotment data, use the AMR reports through Enterprise Reporting. See Lesson 15.

Note: Online Views behaves differently depending on the Option of your agency. Since Option 1
agencies enter their expenditure data by Object and EAI separately they will also view that data
separately.
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ONLINE VIEW for OPTION 1 AGENCY
If you are an Option 2 agency,
Skip to the Option 2 agency section of this lesson.

Since an option 1 agency enters expenditure data by Object and EAI separately, they need to view
the data separately as well. Note: If no criteria are selected for either Object or EAI on the
Account tab, Expenditures by Account or EAI will display by default. 1f Object criteria are
selected on the account tab, but no EAI criteria, then only the Expenditures by Object will display.
If both Object and EAI criteria (leave the EAI Criteria field blank, however, select Group Lvl. and
check Disp.) are selected on the account tab then both grids will be displayed.

Below you will see a sample online view for Program, Account, EAI, and object detail in 3 packets
for an Option 1 agency. Following will be the steps that show you how to create this display.
Group level 1 is Packet Number, group level 2 is Program, group level 3 is Account, and group
level 4 is EAI and Object, and displaying packet number, program, account, EAI, and object.

View Packet List | ROGENEUER | Enterprise Reporting || Charts

Online View

Filter || Save Fiter || Open Fiter || Expand Rows || Collspse Rovs

Biennium: 2007-03  Agency: 303 - Department of Health

B Expenditure Data by EAI (2)

| Packet | EAlndex | FVi | FV2 | Adj. | Bien. ] M FM M
Humber Code Total | Total | Amt. Total 07 14 17 24

L2 ux 7% 0 1 ] t o 0 © 0 0 0 0 0 0 0 0 ¢ 0 0 0 0 ©0 0 0 0 0 1 0 0

L oox o sEnes 0 -sEes o ¢ o © o 0o o0 0 0 0 0 024 O O O O 0 0 0 o 0 0 0 0

B Expenditure Data by Object (2)
- t Object F¥1 Y2 Adi. Bien. M FM FM12 M M FM
fumber Code Total | Total [ Amt. Total 02 07 14 17 24
L2 ux E [} 1 ] 1 0o 0 0 0 0 0 0 0 0 0 0 ¢ 0 0 0 0 ©0 0 0 0 0 1 0 0

,b 013 A 587,654 O -587.654 o o 1] 1] o o o o 0 0 0 0 se7.em 0 o o 1] 1] o o o o 0 0 0

® 2006-2008 Washington State Office of Financial
Budget and Allotment Support System (BASS) : AlphaQA

Now we will see how to create this online view step by step:

1. Select the Online Views option from the application tab bar, next to the View Packet List button.
2. The ‘No filter has been defined for the Online View’ message will prompt you to create a filter.

No fiter has been defined for the Onine View.

3. Select the Filter tab. The following dialog box will be displayed:
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Allotment Review Filter [l

. Open Fitter
Organization || Account || Summary
Components

Expenditures -

Expenditures [ Staff Months [ Unalotted [ Reserves |

Packet Information

Group |

Lvl.  Disp. Criteria
Number -~ i | |
Purpose -~ om | |
Status -~ i | |
Pkt. Pgm. - o~ | |
Title - - i | |

n

Ok Clear Cancel

Note: The Filter tab allows you to specify the data and level of detail you want to see and how
that data should be displayed to you on the screen. The filter contains 4 tabs:

e Packet — choice of expenditure, cash disbursement, cash receipt, and revenue component
information. Contains selections for packet number, purpose, status, program, and title.
You also have the choice of viewing expenditures, staff months, unallotted, and reserves
within the expenditures components.

e Organization — contains coding structure information for program, organization, and
project

e Account — contains expenditure authority, account, and object choices
e Summary — lists the filter summary

4. From the Packet tab first select the Expenditures Component.
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& Allotment Re:

Open Filter

Components

Allotment Review Filter

Expenditures

Expenditures

Cash Disbursements
Cash Receipts
Revenue

’fMonths [ Unallotted [ Reserves I

Organization || Account | Summary

Number

Purpose
Status
Pkt. Pgm.

Title

Group
Lvl.

e

Di

n

[ I O R

P-

Criteria

Ok || Clear || Cancel

|http:/fufmapolwnu,'BAESWEB,anTALEmMR..fommev.ewsn:nteu € Local intranet | Protected Mode: OFf

5. When Expenditures is selected, you may select to display Expenditures, Staff months, Unallotted
and Reserves. For this example we will only select Expenditures.

Note: Any one or all may be selected. Note: Grouping and Displaying data — you will have the
ability to create hierarchies of data by selecting to display elements at a particular group level by
using the Group Lvl. combo box. Up to 4 group levels may be selected. Each group level is displayed
in the online view as a summary row with a “+” to expand the rows that contribute to that rollup. If
the element is to be displayed in the online view the Disp. box must be checked. You may specify
criteria to filter on or leave blank to return all data. ] Note: A Group Lvl. must be chosen if a
criterion is entered. Note: At least one element must be selected to display.

6. Select Group Lvl 1 and check Display for packet number and enter three packet numbers in the

Criteria box.
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3 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter  Filter: program 010

Organization || Account | Summary

Components
| Expenditures A d |

Expeanditures D Ctaff Mornths D Unallotted D Resarves

Packet Information

Group

Lvl. Disp. Criteria
Number [1 v [000z,0009,0013 |
Purpose |- V| |:| | |
Status - O ...
Pkt. Pgm. - O |
Title - O |

ik Clear Cance

Note: You may narrow your filter by defining the criteria you wish to view. The Criteria may
be entered manually into the criteria box or click on the “...” for a list and make your selections
from the list. You may enter criteria up to 255 characters. A blank criteria box means all data will
be returned.
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7. From the Organization tab, select Group Lvl 2 for Program and check display Program. [
Note: You can select the -’ to close expandable fields for Program, Org. and Project.

2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Crpen Filter
Facket | geliEhleEnlnlY | Account | Summary

Organization Coding Information

Group
Lwl. Disp. Criteria

O

Pgm. Id=.

O

Program

Program
Sub-Pgm.

Activity

Org. Idx.

[

Drg.

Drivision
Branch

Section

Bud. Unit

Bud. Act.

User. Def.

[

Project

Project
Sub-Proj.

Phase

-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O

Note: The criteria for these coding elements are entered in the text box next to its associated
coding level, or can be selected from the lookup dialog. You may enter a single criterion or
multiple criteria elements by separating them with a comma. Note: Click on the “..." at the
right of the text box for the lookup dialog.
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8. From the Account tab select to group and display the Account (Group Lvl 3), EAI, and Object
(Group Lvl 4). As stated above for Option 1 agencies, in order for both EAI and Object to appear
in online views you must select to display both.

3 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter  Filter: program 010

Open Filter
FPacket Drganization | ey ST mary
Group
Lvl. Disp. Criteria
Account B [ | ...
¥ @ | B
EA Code - O] | ...
EA Type -~ O [
EA Char. - O] | ...
Object = | ...

Object
Sub-Obj. ]
Sub Sub-Dbj. Fi

Cap. Proj. |- V| |:| |

ik

[}
[
[
o
i1
[
I:l
=
o
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9. The Summary tab will display the filter criteria you have selected after the Refresh button has
been pressed. See below.

2 -- Web Page Dialog

Allotment Review Filter

Packet || Organization || Account

Expenditures Filter
- Include Expenditures

Packet Murmber: 0002, 0009, 00132 (Group Lyl 1, Displayed)
Prograrm: 010 (Sroup Lvl: 2, Displayed)

Account: [Group Ll 3, Displayed)

EAL: [Group Lwl: 4, Displayed)

Object: (Group Lvl: 4, Displayed)

Refresh

ik Cleal

_‘
I
o
=l
u]
i

10. When all your selections have been made, press the OK button.
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11. The data can now be expanded and collapsed as needed. Expand where there is a ‘+’ and collapse
where there is a *-‘. When the data has been expanded, it will remain expanded throughout the
session, as long as a new filter is not created. You also have the option to select the Expand Rows
tab; this will expand all rows down to the magnifying glass. When you want to collapse all rows,
select the Collapse Rows tab.

View Packet List | [eINETERS
Online View

Fiter | Save Fiter || Open Filter || Expand Rows || Collapse Rowis

Biannium: 2007-09  Agency: 303 - Department of Health

B Expenditure Data by EAI & Account (1) &

| Packet Adj. | Bien. ;
15 e e e e e 2 2 2 ) ) e

Cl ome 483743 41105313 0 BIMI7S0 ISISEET 4295626 RESIS0 43WA9 IINTY JARML IS 1SN IBLIM 3SMES IS0 L0 3NN MM 13WE 34730

N e ) e e ) ) ) T T e I

010 42537431 41106315 0 B3M3TS0 3515867 4285626 2657502 4330643 3370717 3ALG1 337713 3583509 33ELTES 353866 3315037 340085 3313030 344053 33NEL 341730

IS T e Er E e E T Er E e B T

Bl 001 41789803 0047235 0 E200701 BASLIM 421 1580M 4255088 33013 3030 3IIE IEMAS IS IMEIT IIEAN IMBIS IM9SE IILTE IIEI0 3316
M oo S4RESE  B1327 0 108503 40886 42180 46044 44080 421BD 45380 4L1E0 44080 46180 4LIE0 42180 &8 42041 432 4343 O
70 Bl MaEE 0 B LA 6311 MEM L3 B30 8311 R3E M33 B30 B3I B4 M5M 0 A0 ME% 30H 3

B Expenditure Data by Object (1)
| Packet Adj. | Bien. ;
IS T ) ) ) 0 T ) E T CE T

C o009 42637431 4LI0S319 0 S3743750 3515857 42565 265500 43063 3INTY LMLMM 1ILI0 IS0 IMLMY ISMEE SOV RAM5 IB0W 3403 33WER 34730

010 42837431 41106319 0 B3,743750 3515867 4295626 2657502 4330648 33N7H IML6H 3T 359509 3361789 35866 3325037 3640085 3313030 344053 3386 341730

Y
¢ | >

{8 2005-2008 Washington State Office of Financizl Management
Budget and Allotment Support System (BASS) 1 AlphaQA
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12. Updating data from Online Views — the magnifying glass icon indicates the lowest grouping level
of data has been reached. When the magnifying glass has been clicked you will then go to the
Packet, Coding Structure and Allotment Detail information where you may select an item to update
or delete. The Coding Structure and Allotment Detail rows will have check boxes to allow the
selection of those records to open for updating, or for deleting. Note: When delete is selected a
confirmation dialog box will appear.

View Packet Lict | GRIMPNEUEN | Enterorise Reportin
Online View B
3
Fiter || Save Fiter | Open Fiter | Expand Rows || Collapss Rovis J
i
B Expenditure Data by EAI & Account (1) A i
5
Packet | o) ol | Fyz Total | Ak | Ben | puoy | oz | o3 FM 07 FM12 | FM13 | FM14 | FM15 | FM1 1
Numnber Amt. | Total
O o3  aemal 4LM63S 0 SLMIT0 3SISES 42SEN LES0L 43MEH 3INIY AR IR LSS LTS ISMEE 3305037 ISH085 33030 3405M 3IE 3413 4
AT A ST T C T e T T T T T e T T e
00 2EFAN LGS 0 S0 ISISE7 456X 26552 43060 IN7T IMLEH IIRTL 3SND 1LY ISMEG ISV IS0 33000 LH0SM INER AT -
|- e N S S e S e S e T e
B on  a7m3 02726 0 D008 342N 42505 L5574 AN5IS% JNL06 300 IBBIE ISMAE 32926 JMEYI 3264 IMGIS 12958 MM 330 335 i
i
F¥1 Total | FY2 Total Bien. FMO02 FM04 | FMOS FM 07 oS | P10 M 12 FM14 | FM15
Amt Total |
801,197 0 117 71510 664,547 HEIT 65047 5
,0 o2 0 OBELIS 0 SETLIS 0 0 0 0 0 0 0 0 0 0 0 0 TR LM TN T 5
A o0 ;momsM 2S00 430340 202005 L7MIR LOREE LT LI0LGSL LEILESL LEODES LEORESL LE03ESL 1803451 LAUBASI LEA2I LTHG0BS 17BN L7463% 173 3
AL o s 00 SN0 302 5 &0 1L LM S8 40819 519 519 40515 4055 J41% 0 0 0
2 m 0 M50 0 4500 0 0 0 0 0 0 0 0 0 0 0 0 MEB B BIE 3
L s w 0 0 W 0 0 0 9RFE 426 426 4% 436 4% 4% 426 42% 0 0 0 B
A 0 s sME 0 B4 RSN  BOMS M4 TSS9 ELAN0  BLM  TSSERl  BIL0B  M34% TN T AN eI 8075 MEER X .
A o= mane EM 0 MSEE DI M3M OB 1439 13 M3 MM 1438 1839 M43% M3 5ME BUL 1433 WS 1 B
A o 53,07 00 WO 400 438 43B  43H  43B 438 439 439 439 43H 438 167 0 0 0 d
A 0 omee 0 08 0 0 0 0 0 0 0 0 0 0 0 0 4 43 439 4
A e 0 0 03 W 95T N 557 98T 99T ST 95T 53T SATW SaT 1L 0 0 0 ]
,0 ) 0 om0 10 0 0 0 0 o 0 0 0 0 o 0 0 aEs  WME 1033 1 ]
) WeEs ST 0 LOMAE  40E% 42080 4604 MIB0 42080 4550 42180 44180 46180 42180 M1 6246 M1 298 4348 9 ]
EA Index Code| FY1 Total | Fv2 Total | Adj. Amt.| Bien. Total FM 02 FM 04 FM 06 | FM 07 |F 08 FM 10 FM 12 FM 14 FM 16 |FM 17 [FH 18
l—m-m-m---m-m-m-m---M| \
110 MR 3 0 LOS 408K 42IB0 %6IM M0 42180 56D IK0 MAB0 46180 42180 43I0 674K 204 4320 434 NOBE 36 43000 432 ]
[LR  MEME 0 6758 260 63U 3L6M  313M X3 %3 R L3 630 2630 4% M54 2060 288 JUM 3L J
FV] Total | FY2 Total | Adj. Amt. | Bien. Total FM 02 FM 04 FM 06 | FM 07 | Fi 08 FM 10 FM 12 FM 14 FM 16 |FM 17 [FM 18
l ---m-m-m---m-m-m-m---M| J
0 D[R 267 %30 G164 3N 6L 23U RAS M 635 %0 BA% M4 0 J
}5 [ v MsHE 0 M 0 0 0 0 0 0 0 0 0 0 0 0 205l M8 703 ILESE 2685 25688 KIS
i
5
e — ¥
L R EEEEEEEE———————NNNNNNN———————————————————————_—————__—_.. ||| )
&l & Trusted sites b
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13. When updating a record the dialog box appears with the data as originally entered, you may make
any changes and Save. Note: After you save the dialog box will reappear with the update.
Click cancel to close the dialog box. You will return to the previously expanded Online View. If
one of your sort criteria is something you change as an update or delete, the filter will re-run and
may not display any information.

2 Update Allotment Detail -- Web Page Dialog

Update Allotment Detail

EAL Paste Repeat Spread Quarterly
(011 - meneral Fund State - Fy0g EM 1 42069 FM 13 I:l
FM 2 39,938] FM 14 ]
cbis e oo s [
FM 4 41,337] FM 16 ]

Sub Object
| s ol iy ]
b Sub Obi. FME 41,435] FM 18 [ ]
| e R R —
FM s 33,966] FM 20 [ ]
FM 3 40.597] FM 21 [ ]
FM 10 40,333] FMmz2 [ ]
FM 11 40,954] FM 23 [ ]
FM 12 40,336] FM 24 [ ]
F¥1 Total stz FreTotal [
Biernial Total 491,136
Save Feset Celete Cancel

14. When you are finished with this view and would like to select a new filter just click the Filter tab.
The previous filter will be populated as previously defined. You may modify the filter or click
Clear to start over.
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ONLINE VIEW FOR OPTION 2 AGENCY
If your agency is an Option 1 agency,
Skip to the Option 1 agency section of this lesson.

Below you will see a sample online view for Program, Account, EAI, and object detail in 3 packets for
an Option 2 agency. Following will be the steps that show you how to create this display. Group
level 1 is Packet Number, group level 2 is Program, group level 3 is Account, and group level 4 is EAI
and Object. This will display packet number, program, account, EAI, and object.

Gon,
i View Packet W erprise Reporting || Charts

Filter || Save Fiter || Open Fiter | Expand Raws | Collapse Raws
Biennium: 200709 Agency: 105 - Offic of Financial Management

P“k’t R FMO1 | FMO2 | FMO3 | FMO4 | FMOS5 | FMOG | FMO7 | FMOS | FMOS | FM10 | FM11 | FM12 | FM13 | FM14 | FMAS | FM16 | FM17 | FM1S | FM19 | P2
Humber| Total | Total |Amt| Total =

Bl o g3 17488 0 LI NS0S WSEY WBSY 5087 150 10507 NS0T WBSU WBSU NS0 WSS WSS MGEE LU LU0 MGEE 1105 105 N6EE 1105
B ooms s e 0 5734 0 0 0 7 0 0 7 0 0 7 0 0 7 0 0 s 0 0 s
07 Wi WA 0 B 0 0 0 3 0 0 3 0 0 3 0 0 3 0 0 3 0 0 3 b |

(_ | i 1|

® 2006-2008 Washington State Office of Financial Management
Budget and Alletment Support System (BASS) : AlphaQA

Now we will see how to create this online view step by step:

1. Select the Online Views option from the application tab bar, next to the View Packet List
button.

2. The “No filter has been defined for the Online View’ message will prompt you to create a filter.

4E=g| Online Views
Online View

Fiter

Na fiter has been defined for the Online View,

(B 2006-2008 Washington State Office of Financial Management
Budget and Allotment Support System (BASS) : Alph=QA

114



3. Select the Filter tab. The following dialog box will be displayed:

2 Allotment Review Filter -- Web Page Dialog

Sl | Crganization | Account | Summary

Components

| Expenditures b |

Expenditures |:| Skaff Maonths D Unallotted |:| Reserves

Packet Information

Group

Lvl. Disp. Criteria
Mumber |- V| |:| | |
Purposze |- V| |:| | |
Status - O] | ...
Pkt. Pgm. - O] |
Title - O] |

Ok Clear Caricel

Note: The Filter tab allows you to specify the data and level of detail you want to see and how
that data should be displayed to you on the screen. The filter contains 4 tabs:

e Packet — choice of expenditure, cash disbursement, cash receipt, and revenue component
information. Contains selections for packet number, purpose, status, program, and title.
You also have the choice of viewing expenditures, staff months, unallotted, and reserves
within the expenditures components.

e Organization — contains coding structure information for program, organization, and
project

e Account — contains expenditure authority, account, and object choices
e Summary — lists the filter summary
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4. From the Packet tab first select the Expenditures Component.

2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open Filker
E=macigl | Organization || Account || Summary

Components f._‘“

[ Manths DUnaIIDtted I:'Reserr.res

Cash Receipts
Peverue

Group

Lvl. Disp. Criteria
Mumber |- V| |:| | |
Purposze |- V| |:| | |
Status - O] | ...
Pkt. Pgm. - O] |
Title - O] |

Ok Clear Caricel

5. When Expenditures is selected, you may select to display Expenditures, Staff months,
Unallotted and Reserves. For this example we will only select Expenditures. Note: Any
one or all may be selected.

Note: Grouping and Displaying data — you will have the ability to create hierarchies of data by
selecting to display elements at a particular group level by using the Group Lvl. combo box. Up to
4 group levels may be selected. Each group level is displayed in the online view as a summary
row with a “+” to expand the rows that contribute to that rollup. If the element is to be displayed
in the online view the Disp. box must be checked. You may specify criteria to filter on or leave
blank to return all data. £ Note: A Group Lvl. must be chosen if a criterion is entered. Note:
At least one element must be selected to display.
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6. Select Group Lvl 1 and check Display for packet number and enter three packet numbers in
the Criteria box.

2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open Fll'l:eré

Mdﬂrganizatinn Account || Summary
Components
| Expenditures o |

Expenditures D Staff Months D Unallotted D Reserves

Packet Information

Group
Lwl. Disp. Criteria
Number |mm,o:m |
Purpose |:| | |
Status O |
Pkt. Pgm. O | |
Title ] | |

Ok || Clear || Cancsl

Note: You may narrow your filter by defining the criteria you wish to view. The Criteria may
be entered manually into the criteria box or click on the “...” for a list and make your selections
from the list. You may enter criteria up to 255 characters. A blank criteria box means all data will

be returned.
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7. From the Organization tab, select the “+° next to Program, select Group Lvl 2 and check
display Program. Note: You can select the ‘-’ to close expandable fields for Program,
Org. and Project.

2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Crpen Filtter
Packet | QeliEhirGnlNY | Account | Summary

Organization Coding Information

Group
vl. Disp. Criteria

Pgm. Idx. O | |
Program [ [o10] |
Program Sub-Act. ]
Sub-Pgm. ] Task ]
et 0

Org. Idx. [] | |
Org. B | |
Division O Unit n
Branch O Cost Center n
Section O

Bud. Unit ] [ |
Bud. Act S |
. Det. S |
Project [ I |
Project O

Sub-Proj. IF]

Phase Fi

Ok || Clear || Cancel

Note: The criteria for these coding elements are entered in the text box next to its associated
coding level, or can be selected from the lookup dialog. You may enter a single criterion or
multiple criteria elements by separating them with a comma. £ Note: Click on the “..." at the left
of the text box for the lookup dialog.
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8. From the Account tab select to group and display the Account (Group Lvl 3), EAI, and
Object (Group Lvl 4).

2l Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Cpen Filker

Packet || Organization | [Fssllgigy Summary

Account Coding Information

Lvl. Disp. Criteria

Account B [ |
EAT [+ v] M | ..
EA Code - O] ...
EA Type -~ O] |
EA Char. - O] |
Object |
Object

Sub-0bj. [Fi
Sub Sub-Dbj. [Fi

Cap. Proj. |- V| |:| |

ik

1
(g
[l
i
™1
[
I:l
(u}
o
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9. The Summary tab will display the filter criteria you have selected after the Refresh button has
been pressed.

=M Allotment Review Filter -- Web Page Dialog

Allotment Rewview Filtar
Dpen Filker
FPacket || Organization || Account y

Expenditures Filter
- Include Expenditures

Packet Mumber: 0D0OZ, 0DDS, 0007 (Group Lvl: 1. Displayed)
Program: 010 (Group Lvl: 2, Displayed)

Account: (Group Lwvl: 3, Displayed)

EAL: {(Group Lvl: 4, Displayed)

Ohject: (Group Lvl: 4, Displanyed)

10. When all of your selections have been made, press the OK button.

11. The data can now be expanded and collapsed as needed. Expand where there is a ‘+’ and
collapse where there is a *-°. When the data has been expanded, it will remain expanded
throughout the session, as long as a new filter is not created. You also have the option to select
the Expand Rows tab; this will expand all rows down to the magnifying glass. When you want
to collapse all rows, select the Collapse Rows tab.

1 F¥2 |Adj.| Bien.
ber| Total Total FM 02 FM 05 FM 07 FM 12 FM14 | FM 15 FM 17 FM 20 E

0002 1695398 1714863 0 3411,267 205,057 103517 109,517 205067 109,517 103,517 205067 109,517 109,517 205067 105,517 109511 205506 111,05 111,056 206,605 111,056 111,055 205606 11105 111(
0005 21,705 5608 0 517314 0 o 0 73502 o 0 73302 [ 0 7302 o 0 73502 o o 73302 [ 0 73302 o
0007 10,713 14287 0 25000 0 0 0 3571 0 0 3571 0 0 3571 0 0 3571 0 0 3571 0 0 3571 0

< il | 3

© 2006-2008 Washington State Office of Financial Management
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12. Updating data from Online Views — the magnifying glass icon indicates the lowest grouping
level of data has been reached. When the magnifying glass has been clicked you will then go
to the Packet, Coding Structure and Allotment Detail information where you may select an item
to update or delete. The Coding Structure and Allotment Detail rows will have check boxes to
allow the selection of those records to open for updating, or for deleting. X Note: When delete
is selected a confirmation dialog box will appear.

Viev Packet List | [ESATVEN | Enterprise Reporting

Online View

Expenditure Data (3) A

Update | Delete

I :::'t:‘r FY1 Total | FY2 Total B\en Total| FMO1 | FMO2 | FMO2Z | FMO4 | FMO5 | FMOG | FMO7 | FMO8 | FM 09 mmmm FM14 mm FM17 E

0002 16363%  L714.889 0 3411267 5057 109517 109517 25067 103517 109517 05067 105517 103,517 205067 103517 103511 206606 11108 1110% 2065806 11105 1

FY1 Total | FY2 Total --m FM 02 | FM O3 m FM 05 m FM 07 m FM 0% mm FM12 m FM 14 m FM16 | FM17 H
Amt. | Total

010 163633 1714863 0 3410267 205067 109517 109517 205067 109,517 103517 205067 105517 109517 205067 109517 109511 205606 111,05 1110% 206605 1110% I

=
[Tz e v s v | o v | v v v v v [ v Lo s | i v |

S 1,656,3%  1,714,86 3411267 05087 105,517 108,517 205067 108517 105,517 205,067 103,517 109,517 205,067 109,517 108511 206606 11105 111,056 206,606 111,05

(A R 0
Packet Packet Packel Packet
ber | Purpose | Status nmgram 9
= Title Title \.) Are you sure you want to delete the selected record(s) Permanently from the database?

FMO05 | FM06 | FMO7 | FM 08 | FM 09

FM 07 M FMO03 [ FM10 | FM 11 | FM 1!
Operating

Insl  Approved 1669 SMIM MLTH 336 TBIM MLTM 3618

Alctment
MM i MMH

0 5EsA400 118233 16683 16683 112233 16683 16683 112733 16683 16683 113231 1 =

_ _ Capital
Subobject | Subsubobject . FYi FY2 Bien. o M
::::ir Total | Total Total FM o1 FM 03 FM 06 | FM 07 | FM 08 FM 11 |FM 12 13

AFRS
Project | Subproject T
Code .

E ] 10,000 0 0 W00 5417 M7 47 47 47 47 47 47 47 47 47 43 D
D o E G 33,200 0 0 330 277 LT LT LT LT 1767 1787 L1767 L7 .77 L7ET 173 0
D o E z 1,000 0 0 1,000 8 8 :3] & & & s 8 8 &8 & &g 0
M o E K 383,200 0 0 383200 95550 0 0 95550 0 0 95550 0 0 95550 0 0 0
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13. When updating a record the dialog box appears with the data as originally entered, you may
make any changes and Save. Note: After you save the dialog box will reappear with the
update. Click cancel to close the dialog box. You will return to the previously expanded
Online View. If one of your sort criteria is something you change as an update or delete, the
filter will re-run and may not display any information.

Crvvas [omao [emas [ewia | ez | eoas | oo
o L] 0 L] 0 0

s | aiso [ emas [emaa | s [ rwas | v
L] o o o '] L]

0 g EAl Paste || Repeat || Spread |[ Quarterly ‘
: :

[ e o] vt o | R e L [ros [rmso st [pnaz | onsa | eoia | ons

[E] P e FM2Z -5,583] FM14 -5,583| 0 0 P o o o

Qbject FM3 [ 5,583 FM15 [ 5,583

FM 4 [ 5533 FMig [ -5,583]
Sub Object
— R W (L ——
Sub Sub O, FM 6 el FM1E 5553
— T e R e

FME [ 5533 FMI0 [ -5,583]

-1325 -1325  -135 -39 -L35 -L3S -132%
FM 06 | FM 07 | FM 08 | FM 09 m FM 11 m FM13 E
-1325  -L325 1325 1325 1325 1325 1329 L35 )

3 HMM FM 07 M FM 09 |FM 10 |[FM 11 |FM 12
fe3 5583 -5583 5583 5563 -

5583 -5583 -5563 -5583 5587
03

e e e e e s e e
{: -5,583 -5,583 -5,583 -5583 -5583 -5583 -5583 -5583 -5587

FM 3 [ 5,583 FM21 [ -5.583]
FM 10 el PM22 5553
FM 11 5583 FM23 -5,563]

Fr 1z [ 5587 Fmaa [ -5,587]
FriTesl [ 67,0000 FraTotsl | -67,000]

O Biennial Totl_____ -134.000] 05 105 105 105 105 105 105 105 105

O 00130 3040 o 2 W W W N 0 0 0

O 00130 3060 92 192 M W™ M W 1 1 1R

O 00130 2400 1% LB LWL LB LW LT LW LT L1

O 00130 3010 ®» H W M B H W N B

O 00130 3020 ] ] ] ] 58 8 8 8 58

O 00140 2100 133 133 433 L33 L33 133 133 133 133

] 00150 200 60 &0 60 &0 60 &0 60 &0 6N
£ o= 3 254,735 2126 21228 228 2028 2128 21228 212
F oo T -39,003 -32% 3250 320 3253 399 3248 3248
£ oo E -627.800 52317 52317 52317 5313 66563 66563 66963
£ o= A 1,023,345 85280  B5280  BS2B0  BS263 43052 4302 43082 h
; 098 B 635,321 52,342 52,342 52,342 52,342 45,205 45,208 45,208
£ o c 721,23 60102 60102 60102 60,102 & 6 Bl

14. When you are finished with this view and would like to select a new filter just click the Filter
tab. The previous filter will be populated as previously defined. You may modify the filter or
click Clear to start over.
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TO DO - Hands on: Here are 3 suggested online views for you to create

To see what packets have affected a certain Pl by EAI, the following steps will show how to create that
online view:

1. Organization tab selection: Pgm. ldx. = Group Lvl. 1, check Disp., and enter a Pl in the criteria
box.

Account tab selection: EA ldx. = Group Lvl. 2, check Disp.

Packet tab selection: Component = Expenditures. Number = Group Lvl. 3, check Disp.

4. Click OK for online view

wmn

2} Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Cpen Filker

Packet || Organization || Account

Expenditures Filter
- Include Expenditures

Packet Mumber: [(Group Lvl: 3, Displayed)
Program Index: 12120 (Group Lvl: 1, Displayed)
E&I: 020 (Group Lvl: 2, Displawed]

Refresh

ik

[}
L
[
i
™1
[}
I:l
(]
il

123



To see all data pertaining to one account by PI, the following steps will show how to create that online
view:

1. Account tab selection: Account = Group Lvl. 1, check Disp., and enter a 3 digit account

number in the criteria box.

Organization tab selection: Pgm. ldx. = Group Lvl. 2, check Disp.

3. Packet tab selection: Component = Expenditures and Staff Months. Number = Group Lvl. 3,
check Disp.

4. Click OK for online view

N

2 Allotment Review Filter -- Web Page Dialog

Open Filker

Facket | Organization || Account

Expanditures Filter
- Include Expenditures

Packet Mumber: (Sroup Lul: 3, Displayed)
Prograr Index: [Group Lvl: 2, Displayed)
Account: 001 (Sroup Lvl: 1, Displayed)

Refrazh

ks Clear Caricel
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To see all revenue data in one packet by major source and source, the following steps will show how to
create that online view:

1. Packet tab selection: Component = Revenue. Number = Group Lvl. 1, check Disp., and enter a
4 digit packet number in the criteria box.

2. Account tab selection: Account = Group Lvl. 2, check Disp., for Rev. Src. Click the ‘+’ and
enter Group Lvl. 3, check Disp., Source = Group Lvl. 4, check Disp.

3. Click OK for online view

2} Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Cpen Filker

Packet || Organization || Account

Revenue Filker

Packet Mumber: 0009 (Group Lvl: 1, Displayed)
Account: [Group Lvl: 2, Displayed)

Major Source: [GEroup Lvl: 3, Displayed)
Source: [Group Lvl: 4, Displaved]

Refresh

ik lear Cance
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Lesson 11, Task 2 — Saving a Filter

Filters in Online Views can be saved using the Save Filter function on the Online Views screen.
Previously saved filters can be viewed by using the Open Filter function.

1. To save afilter, first create a filter in Online Views. Once you hit Ok for the filter and the data
is displayed select the Save Filter tab and the following dialog box appears. Give the filter a
Title and press the Ok button. Your filter is now saved.

Expenditure Data (1)

- et F¥1 FY2 Adj. Bien. M M FM FM M FM M M FM FM FM M M
Humber Total Total Amt. Total 03 04 07 08 11 12 14 15 16 17 20 21 24
0046 o o 0 0 0 o o 0 0 o o o 0 o o o 0 0 o o 0 0 o o 0 0 o o

@ 2006-2008 Washington State Office of Financial Management
Budget and Allotment Support System (EASS) : AlphaQA

2 Manage Filters -- Web Page Dialog

Save Filter

Title |

Drelate
L [Title 71 Owner [
packet 0010 by program Carla O

packet 0001 by

pragramfaccount EAT Catla

packet 0001 by programfaccount Carla D
packet 0001 by program Carla [

all packets for program 070/EAL Carla O

O
[
O
[
O
-

all packets for oroaram 070 Carla [r b

Save Update Cancel
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2. To open a saved filter, first select the Open Filter tab and the following dialog box appears.
Select the saved filter and press the Ok button and your saved filter will appear.

View Packet List | ESOPYEENEN | Enterprise Reporting || Charks

Online View
Fiter || Save Fitegll Open Fiter

Biennium: 2007-

Expenditure Data (1)

| Packet F¥i 2 Adj. Bien. FH FM | FM FM FM [ FM FH FM FM | FM | FM FM
Humber Total | Total | Amt Total 01 04 | 05 07 09 [ 10 14 17 20 | 1| 24
0046 ] 0 0 0 0 ] ] 0 0 ] ] ] 0 0 ] ] 0 0 ] ] 0 0 ] ] 0 0 ] ]

(€ 2006-2008 Washingtan State Office of Financial Management
Budget znd Alltment Support System (BASS) : AlphaA

A Manage Filters -- Web Page Dialog

Open Filter

Hser O, Carla W |

Drelate
Title 71 Owner

pragrarn 010 Carla D

packet 0010 by program Carla [

packet 0001 by

prograrmfaccount fEAT Carla D

packet 0001 by programfaccount Carla D

packet 0001 by program Carla D

all packets for oroaram 070/EALI Carla D

3. To update a saved filter, first select the Open Filter tab, then select the saved filter you wish to
update and press the Ok button and your saved filter will appear. Then select the Filter tab to
make your changes and click Ok.
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4. Then select the original filter from the Save Filter tab and click Update. This will update the
saved filter with the changes just made.

i

Online View

|
‘Y |FH 16 |FM 17 |FM 18 (FM 15 |FM 20 (FM 21 |FM 22 | FM 23 (FM 24
A

0 0 ] 0 0 ] 0 0
15330 133M 13304 1334 133M 1330 133 133¢ 133

Owner
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5. To update a saved filter and save it as another filter, first select the Open Filter tab and select
the saved filter you wish to update and press the Ok button and your saved filter will appear.
Click the Filter tab to bring up the filter criteria. Make your changes and click Save Filter,
then give it a new title and click Save. You now have a new filter.

2 Manage Filters -- Web Page Dialog

o™ cilter
Title |E.ﬁ. code 130 was UdayE flter } |

Owner
] IdayE filter Carla O
|:| program 010 Carla »
|:| packet 0010 by pragram Carla D»
o Ef;;f:run?fgicl?jintﬁ.ﬁ.l Sala®
|:| packet 0001 by programfaccount Carla O
1 packet 0001 b oroaram Carla b/
Save Cancel

Lesson 11, Task 3 — Opening Online View Filters

Online Views previously Saved by other users can also be viewed.

1. After selecting Open Filter, use the dropdown arrow to select another user and a list of their
saved filters will appear. Select a filter and click OK.

2 Manage Filters -- Web Page Dialog

Open Filter

user [N Carla

All Usars
EASS, TESTER
D, Catla
Elliz, Lavi
Heichelbech, Tharnas
Langwad, Christine
OFM Admin, Account
Roach, Cynthia untEAL
?E;i:E{,RL?sE:PBO programyfaccount Carla D
Testerl, UserES,
Testerl, UserRO
Testerd, UserB O
Testers, LserER,
Testerd, UserR O
Wilsor, Shaun

Owner [

progran Carla O

Carla [

progran Carla [

prograrm 0F0/EAL Carla D
W

100000

oroararn 070 Carla [r

Cancel
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Op
Testerl, UserBO e |
Celete

Title ¥1 Owner

UdayE UserB Testerl

Liday UserBD Tasterl

ik anicel

You may also update another users saved filter and save it as your own.

2. When another users filter is displayed select Save Filter, give the filter a title and click Save.

Online View

Fiter || Save Fiter || Open Fiter || Bxpand Rows || Collpse Rows
of

Expenditure Data (11) &
Packet -

EERERERET =P =
A s pek L0k 1R 0 3EEN7 0 — 554 16354 1635 163580 IELSEH LGLSH 16584 6L
A oo ok 0 o 0 [ : °o o o o o o o

A ows ok 0 o o o 0 °o o o o o o o

A o Dek mesE 1w 0 MMM s 0% DO% 534 03 0534 534 534 -
A ows ok 0 o0 2500 o 0 ° 0 0 o sw o o

A oo ok 0 o0 2500 0 0 ° 0 0 o mW o 0

A ws ok 0 B BOO L 0 UserB0 Testerd ° 0 0 o 0 o zmw

A o ok 0 mOW BOW 0 0 UserB0 Tester? ° 0 0 0 0 s5m 5

A oo ok P S 7 M °o 8 o 0 o o o

A w0k 30000 00 TOWN B00M T T T T B

A w7 Dk 200N WO 0 00N 20000 B BN B0 EN0 B0 BN 500

http: //ofmapely400/BASSWEE_qa/TALS/AMR | @) Trusted sites

Note: The filter will also be saved under your name.
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2 Manage Filters -- Web Page Dialog

Open Filter

User |FEXCEYIEAMMM |

Delete
[
Carla D

.-'- il Carla v

packet 0010 by program Carla D

packet 0001 by

prograrfaccount EAT el

packet 0001 by prograrmfaccount Carla D

O
O
O
O
O
1

packet 0001 by oroaram Carla D b

Cancel

TO DO - Hands on: Practice saving and opening filters.
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LESSON 12 - REVIEW ISSUES
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Lesson 12, Task 1 — Creating and Responding to Review Issues

Review Issues is the part of the system that facilitates communication between OFM budget analysts
and agency analysts as errors, problems, or concerns arise, or just when further clarification is needed.
It provides a means where either the OFM budget analyst or the agency analyst can create issues about
a packet and carry on a threaded conversation about an issue, to include attachments and online view
links as necessary.

1. Go to View Packet List and choose a packet and click the Review Issues tab. Note: Issues
and responses can only be added to packets in review and returned status. Issues and
responses can be viewed, but not changed in packets with approved status.

Allotment Management & Review
_ Wiew Packet List I Orline Yiews terprise Reporti Charts

Wiew Packet List

Biennium | 2007-03 ¥ | Rows 10 ¥ Load

Yiew Packet | Add Packet | Update Packet | View History || Delete || Set Locks || Allatments  Impart

Export | Cop ) | Review [ssugs

| MwberTi | Pupese Program Exp | Cash Dish |
D 0oLl Operating Unanticipated Receipts LIAR. for braining v
D 0 0010 Operating Initial Allotment Carla butorial Draft v v
D 0 Operating Initial Allatrent Uday testing 11956 Draft 690 - Caollege Work Study ¥ v
D 9 noog Operating Initial Allatrent Tesk issue 11386 packet 0012 fram 05 07 Draft v v
D noo? Operating 2nd Qtr Adjustments test Draft
D 4 000e Capital Iniial Allotrent Training Uday Draft v
D 0o0s Operating Initial Allotment Training test iday Draft
D nong Operating Initial Allatrent Update training phkt Draft 020 - Enwironmental Health
D i ] Capital Iniial Allotrnent Testing Draft 090 - Administration v v
D noot Operating Initial Allatrent carla 29 Draft
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In the Review Issues tab you may add an issue or response.

e Add Issue —is used to add a new issue.
e Add Response — is where you would respond to an existing issue.

Wiaww Packet List = Rewview Issues

Packet Info Packet Comments || Packet Attachments

Bienniums 2005-17 —_ Agency: 303 - Departrient of Health

e T
Add Issue Add Regpanse

fla whiy in pending stil?
Packet nurber 0052 has been returned For agency 303,

Status: Returned

Number: 0052

=
=
o

A Add Issue -- Web Page Dialog

Attachrments and Links
Add Issue

I=zzsue Title | |

E-Mail MokiFy |

Save Cancel

3. Describe the issue in the body of the dialog box.
4. Give the issue a title that easily identifies it. Note: The title is displayed on the review

issues screen. The body of the issue can only be seen when you expand the issue by selecting
the l(+ }J'
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5. Select who you want notified in the E-Mail Notify box. Note: For a dropdown list select
the “...".

6. To add an Online View Link to your new issue, click the Attachments and Links tab. Your
previously saved Online Views will be displayed in the Stored Filters box. You may choose
one or more Stored Filters to be displayed along with your Issue. Simply highlight your
selection and click the right-handed directional arrow to move the items to the Selected Links
box. Note: you can remove Online Views links from the Selected Links box by highlighting
the link and clicking on the left-handed directional arrow.

7. To add an Attachment, click the Attachments and Links tab. Select the Browse button to
locate the file, click the Add button. Note: You have the option to specify an Attachment
Title. If an Attachment Title is not entered, it will default to the File name. Note:
Attachments can be Word, Excel, or PDF formats, and are limited in size to 3MB.

2 -- Web Page Dialog

Online Yiew Links

Stored Filters Selected Links

Attachment Title | |

Attachrient Fi|e| |[ Browse. .. ] Add

Femowe

Sawve Cancel
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8.

When finished select the Save button.

The following screen shot details the fields available from Review Issues:

Nookrwn

®

10.

11.
12.
13.

Vi Packel Lt
Ve ke it » R st Tran’

Packet Infy || Packet Commenls | Packat achrls
il Stabus: Retured

bddloe | AdfResparze

FIF_ i i s

hy i pending TR0 1 20M fE}?

D Packetn 0052 i besm e For agency 303 12007 9533 AudalZ i 007 238408

& Message B 7 Allachments h
Anings, 12007 958233 A1

Packet number DOE2 has been reurmed For agecy 303,

i

T
T
o. Trang, Wby wasmy packet returned Salrelze TR0 2RI
T

A blank check box related to issue number 1. To add a response to the issue, you must check
here and click the Add Response tab.

Issue title.

Body/Description of issue number 2 (only displayed when expand the issue).

Response to issue number 2 (each additional response will be listed in order of response).
From tells you who generated the issue or response.

Message displays the written body/description of the issue or response.

Attachments will show as a link (it will display the title given or default to the file name if no
title is given).

Links will show as a link if online view links were chosen.

Date displays the date and time the issue or response was created.

Resolved will show a check mark once your OFM budget analyst has considered and checked
off the issue as resolved.

Date created is the original date the issue was created.

Last Update shows the last date of an issue/response related to the issue.

Issue number 1.
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Lesson 12, Task 2 — Responding to an Issue

1. Torespond to an issue select an issue and the Add Response tab and the following dialog box
will appear:

A Add Response -- Web Page Dialog

Attachrnents and Links

|

Sawve Cancel

Enter your response. You may also add attachments and links by selecting the Attachments and
Links tab. This is the same dialog box that is used in the previous lesson when adding an issue. When

finished select the Save button.

TO DO - Hands on: Practice adding Issues and attachment
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LESSON 13 - PRE-RELEASE EDIT CHECK
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Lesson 13, Task 1 — AMR Pre-release Edit Checks

TALS- AMR has a full range of edit checks that ensures the allotment meets all required standards and
alerts agencies to other anomalies that may warrant a note to OFM. For many of the edits resulting in
errors, the edit check will provide the user with a link to the data elements that are causing the error to
facilitate review and corrections. From the View Packet List you can run the AMR Pre-Release Edit
Report, which is located in the upper right hand corner of the screen.

Note: You can select one or more packets to run the AMR Pre-Release Edits. Note: There
are three types of edits; critical, warnings and informational edits. A number of the warning errors
will prompt the user to provide an explanation in the packet for OFM about a particular pattern or
condition in the allotments. OFM will be able to see these warning messages as well and will be
looking for those comments. Your packet may be returned if the requested information is not provided.

Note: There are a couple of edit checks that compares allotments to actuals. This edit check is
only performed on an Operating Initial packet purpose type when the Operating Initial packet
allotments deviate more than 10% from the historical actuals. When allotments deviate more than
10%, a warning message will display on the AMR Pre-Release report. Also included in this warning
message is a link to a chart that will display the comparison.

1. Select a packet or packets from the View Packet List screen. In the right hand corner of the
screen, select AMR Pre-Release Edits in the drop down, then select Run.

AMR Pre-Release Edits

Allotment Management & Revi

L WEIEERE oieie: |Eipioia)

View Packet List

Bennium | 200709 W | Rowis| All ¥|| Load

View Packet || Add Packet| | Update Packat || View History | Delete || St Locks | |Allotments|| Import | Export| Copy || Review Issues

IR "™ N I

0 0 Operating Intl Alctment Drak Voo v
D 1 004 Operating Initizl Alotment Working Draft of Inial Alltment Data Draft [ v AMRDOL Allotment Expendture Summary B0
AMROAZ Allotment Expenditure Detal
D it} Revenue and Cash Adjustments Draft AMROD3 Allotment Revenuz Summary B0
L AMROD4 Alatment Revenus Detsi
0 iz Operating Inial Alotment Dret AMRODS Alotnent Cash Disbursements Detal B0
AMROO7 Allotment Cach Recaipts Datel
D i Revenuz and Czsh Adjustments Draft AMRUES Allstment vs, EA Rhﬁub ]
AMRO Allotizd Revenue vs, Expenditure Variance (Fed and P/L)|
O L Operfng It Supplnens Crek AN Alcted Reverue vs EAS R B0
) , AMRO11 Allotizd Expenditures vs, Cash Disbursments
D ] Operating Internal Adjustments Draft AMRCE2 Alctrent Rvenu vs Ch Rl 0
) ’ AMRDL3 Allotizd Revenuz vs, Expendture (All Funds)
O LI Opeding Mloctons Drl AWRIH Proected Monthly Cash Bslence e
- ; " AMROIS Projected Fund Balence
000 Operating 2nd (Ot Adjustments Draft BO
il ’ perirg Ird G Adutren ! AMRDSS Projeced Cah Bsonce
D 06 Operating Unanficipaed Receipls Drek AMROL7 Compar_snn o Dr|g|na| Alotrent 50
AMRO20 Unanticipated Recaipt Approval Request
D 0% Captel Amencimert Dk EASH1 Expanditure Authority Schedule for Operating )
EASD02 Expenditure Authority Schedue for Capizl
D g 00 Operafing 2nd Qir Adjustments Draft Testerd, UserBO

2. The AMR Edit Report will open if there are errors. The following items are viewable on this
report:

1. Agency—displays Agency number and name
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Biennium—displays biennium your packets are associated with
Date and Time—displays current date & time report was ran
Packet(s)—displays packet number(s)

Edit Level: Critical, Warning and Informational—displays all errors in sections in this
order

Type—AMR or AFRS
Edit #--displays number, see Appendix 4 for complete listing of errors
Description—displays written information to the nature of the error

Where—L.inks to Online Views to take you to the error Note: The system won'’t
always provide a link depending on the type of error produced

10. Print—allows you to print the report
11. Cancel—takes you back to the view packet list

o~ wD

© o N

'
& AMR Edit Report - Internet Explorer, optimized for Bing and MSN (=] = [

AMR Edit Report

Allotment Management & Review: Edit Report

Agency 105-Office of Financial Management Q—@ Biennium 2011-13 e
Date & Time 2/20/20131:23PM g @ Packet(s) 0037 e

Edit Level: Critical (2)
Type Edit # Description Tools
AMR 26 Allotment amounts can only be entered in fiscal year two for EA code 012. Expenditure

AMR a0 The total appropriated zllotted, unallotted and reserve expenditure dolar amount ($20,000) for EA Code 011 Expenditure
is greater than zero; the total of the selected internal packet(s) plus previously submitted intemal packets

muT be zero or less.

Done /" Trusted sites | Protected Mode: Off v H125% - u
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3. Select the Online Views link—the link in the Where column. Note: Online views will
appear behind the AMR edit report so you can minimize or cancel the report (recommend
minimizing if more than one error) or click on the online views in the background and the error
report will automatically be minimized.

Crline Yiew UserBO Tester3 ; 105 - Office of Financial Management

Biennium: 2(05-07

B Cash Receipt Data (1

3 AMR Edit Report - Microsoft Internet Explorer
Update | Delete

Packet - ™M | M ™ P | M| M M | M

Number | {[}L_AMREdit Report 12 | 13 | 14 17 19 | 20 | 21 23 | 24

) N Y T Y R Y R T T
Allotment Management & Review: Edit Report

Agency 105-Cffice of Financial Management Biennium 2005-07
Date & Time 3402007 2123 P Packet(s) 032

Edit Level: Critical (5)
Type Edit# Description Where
AMR 2 A packet explanation i required For aperating quarterly amendment dlatments, The
packet requiring an explanation is: 0032, =
AR Allatment amounts can anly be entered in open manths (Fram month 20 throughthe  Expendiures
end of the biennium), Cash
Dishursernent
Cash Receipt
AR Allatment amaunts can only be entered in scal vear one for EA cade 271, Cash
Dishurgement

AR You are required to provide an expenditure companent explanation because dallars
have been placed in reserve in packet 0032,

AR Y ate required ko provide an expenditure companent explanation because dollars
have been placed in unalatted status in packet 0032,

Edit Level: Warning (1)
Type Edit# Description Where

Print Cancel

Note: Selecting the online views link from the AMR Edit Report will take you to the data that
caused the error in online views. To fix the error you must evaluate if the change needed is to the
allotment information or if another action must be taken. For example, if the error says “the program
index XXXXX does not exist in AFRS“, the fix may be setting it up in AFRS not changing it in TALS
AMR.

Note: Going to online views through the AMR Pre-Release edit takes you to the data that caused
the error only. However, when coming to online views through AMR Pre-Release Edits, you do not
have the option to change your online views filter.

4. Try fixing an error: Select the magnifying glass and expand the grid to the level of detail where
the error occurs. Select the coding structure check box and click Update. Change the amount
and select Save, and then Cancel to close Update dialog box.

Note: For more information regarding the edits, see appendix 4 — Pre-Release Edits, which
identifies the Edit #, Edit Type (Critical, Warning or Informational), and Description (and in some
cases gives more detail about the edit than the Pre-Release Edit report does).

5. Select the View Packet List breadcrumb at the top of the screen to return to the View Packet
List screen.

TO DO - Hands on: Practice correcting pre-release edit errors.

Lesson 13, Task 2 — AMR AFRS Edit Checks
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After you have run your AMR Pre-Release Edit checks, corrected all critical errors, and made the
necessary changes for warning messages, the next step is to run your AMR AFRS Edit checks.

Note: The AFRS Edit checks will take a while to run (approximately 15 minutes). Note: You
can select one or more packets to run the AMR AFRS Edits. Note: Another option if you believe
your packet is ready to submit to OFM, is to skip the AFRS Edit checks and instead select the Submit
Packet(s). This option will run both the Pre-Release edit checks and the AFRS Edit check, if there are
critical errors for either the Pre-Release or AFRS, the packet will not be submitted and an edit report
will be available. If the packet was not submitted due to an error, check the Most Recent Edit Report
to view the error.

1.  Select a packet from the View Packet List screen that has passed all the Pre-Release critical
errors. In the right hand corner of the screen, select AMR AFRS Edits in the drop down,
then select Run.

Allotment Management & Review Lo
L RN o lensiooiy Ows

Vi Packet L

Bennium | 20703 ¥ Rous| Al ¥ Load

View Packet| | Add Packet | Update Packet || View History || Delte || Set Locks || Alotments|| Import | Export | Capy || Review Issues MR AFRS Ed
|| bl e | T S | Pnoan JEo| Gl NS
s Operafing Intal Allctment Draft v 4 v
D 1 0 Operafing Inital Alltment Warking Draft of Intal Altment Dats Draft v 4 v AMRDO1 Allctment Expendtur Summary
AMROZ Alctment Expenditurs Detzl
D i3 Revenuz and Cash Adjusments Drft AMRO3 Alctment Revenue Summary B0
AMRDM Allctment Revenue Detel
i Lot Operaing kel Alctment Ol AMRCLS Rloiment Cach Dibursments D 10
AMRDD? Allctment Cash Receipts Detal
D it Revenuz and Cash Adjusiments Drft AMROOE Altment vs, EA Schedule £0
) AMRDIS Allotted Revenue vs, Expenditure Variznca (Fed and PIL
[ o Opering 12 Spenntd ok AMROLO Alltid Revenuz vs, EAS Revenue 80
) i AMROL1 Alltted Expenditures vs, Cash Dibursements
0 e Opeaing Interrl Agusnents Ol ANRLLE Alotment Revence s, Ch Recgts 0
) AMRO1L3 Alctted Revenue vs, Expendture (All Funds)
O e Lyt i e - AMRD14 Prajeced Haritly Ch Bsence 0
. ! ) AMROIS Projected Fund Bzlence
0 Operating 2nd Qi Adjustvents Ort ! 0
0 ' peing rd Q Adsten ! VRS Projctd Cah Bsance
D 0w Operfing Unaticated Reces Dk AMRIL Compg(son o Dngmal Hletment 0
AMROZD Unantiipated Receipt Approval Request
0 s Cagte Amendrent ek EASINL Expenditure Authorty Schedule for Opersting )
EASDNZ Expenditure Authorty Scheduls for Captl
D Bl 0 Opersting 2nd Qi Adjustments Draft Testerl, LserBD

2. If there are no critical AMR Pre-Release errors, you will receive this message. Click OK.

Note: If there are critical AMR Pre-Release errors, you must correct the critical AMR Pre-
Release errors before the AFRS Edit check will run.
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Microsoft Internet Explorer E|

'T Mo critical AMR. errors have occurred, so the packet was sent to AFRS to perform its edit checks.
L

Please chedk the status of the AFRS edit checks on the View Padket List screen.,

Note: Once the Run button is selected a Traffic Light Indicator will appear in the row of the
selected packet(s). When performing an AFRS edit check you will get a yellow traffic light while it is
running through the edit checks. It will remain yellow until AFRS edit checks has finished. You will
receive an e-mail indicating whether AFRS has passed or you have errors. [ Note: You will need to
refresh the screen; this can be accomplished by clicking on the View Packet List tab at the top of the
page or the Rows Load button. If the packet has passed the AFRS edit checks, when you refresh your
screen the traffic light will disappear. If AFRS edit checks has failed you will receive a red traffic
light.

Allotment Management & Review
venpzie s |[IFOREE Iml_

View Packet Lt UserBO Testerd + 105 - Offce of Financial Management
Bennium | 20079 ¥ Rois| 10 ¥ | Load AMR Pre-Relezse Edts ¥ ||fun
Viewi Packet | Add Packet| Update Packet | View Hxstnw Delee | SetLocks | | Aletments| Import || Export || Copy || Review [ssues

.l L e | T Soin Poven En) CohDb | Gebeot [her| mlalion | ot Comert | _Last e

(Operating Int Alctment Packet for Tutorz Draft v v ¢ v Tedterl, Lser)

D (perating Inta Alltment Drat v 4 4 4 Tester3, UserB0)
D (perating Intz Allctment Working Dreh of Intal Allotment Cata Drh v v Vv v v Vv Testerl, UserB0)
D [t} Revenuz znd Czzh Adjustments Drft Testerl, UserB0)
D [ Opersting Intz Alltment Draf Testerl, UserB0)
0 ot Revenue and Cach Adjustents Dref Testerl, UserB0
D 010 Ohpersting st Supplementzl Draf Testerl, UserB0)

Note: If you receive a red traffic light, this means you have AFRS critical errors that will need to
be corrected before submitting your packet to OFM. The red traffic light will remain red until the
AFRS critical errors are corrected and the AMR AFRS Edit report is run again.

Note: The AFRS error messages may be difficult to understand what needs to be corrected in order
to fix the error. If you have questions, contact the DES Solutions Center.

Note: If your packet has failed the AFRS edits check you will receive an email message. The
message will state the following: The AFRS edit checks have been completed and errors have been
found. Please view the “Most Recent Edit Report”. The Most Recent Edit Report can be found on the
View Packet List screen on the right hand side of the screen. The Most Recent Edit Report will allow
you to view the AFRS and AMR edits. Most edits will have a link to Online Views. From Online
Views, you will see the data that caused the error.
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Lesson 13, Task 3 — Submit Packet(s)

After all critical errors for AFRS and AMR Pre-Release have been corrected the packet can now be
submitted to OFM.

Note: The Submit process will run through both the AMR and AFRS edit checks, which will take a
while to run (approximately 15 minutes). Note: You can select one or more packets to run the
Submit Packet(s).

1. Select a packet from the View Packet List screen that has passed all the Pre-Release and AFRS
critical errors. In the right hand corner of the screen, select Submit Packet(s) in the drop
down, then select Run.

Allotment Management & Review rer]
VPRI | Onine views || Enternrise Recorting || Chats |

Views Packet List UserBO Testerd : 435 - Department of Agriculture

um | 2007-09 [¥)| Rows| 10 %[ Load u s | [Run

Add Packet | [ Updste Packet || View History | [ Delete | [Set Locks | [Allstments| [ Import | [ Export | [ Copy |[ Review Issues
|| Mumber¥1 | Pwpese | g#le | Statu-| Proaram |Exp| CashDish

@ 0009 Capital Inttial Allotment TALS Tutarial Draft v

o008 Operating Initial Alctment TALS Submit Tutarisl Draft
0007 Operating Initisl Alctment Bats tasting issus 13079 Draft
Capitsl Amendment Bata testing Issue 14447 Draft

@ 0002 Capitz] Initial Allotment Laura pkt for October Releass Bata testing Returned

L S SR S S Y
<

oood@
g

4@ 0001 Operating Initial Allotment Laura pkt for October Release Beta testing Review

AMRDLL Allctied Ex

AMRDLEZ Alictment

AMRD13 Allotied Re:

AMRD14 Projected

AMRDLS Projectsd Fund Balance

2. If there are no critical AMR errors, you will receive this message. Basically this message is
telling you that the AFRS edit check is going to run. Click OK.

Microsoft Internet Explorer §|

'T Mo critical AMR. errors have occurred, so the packet was sent to AFRS to perform its edit checks.
L

Please check the status of the AFRS edit chedks on the View Packet List screen.

Note: Once the Run button is selected a Traffic Light Indicator will appear in the row of the
selected packet(s). When performing an AFRS edit check you will get a yellow traffic light while it is
running through the edit checks, it will remain yellow while running the AFRS edits. Note: After
the AFRS edits have run (approximately 15 minutes) you will need to refresh the screen, this can be
accomplished by clicking on the View Packet List tab at the top of the page or the Rows Load button.

3. When the packet is submitted, you will receive the following email message.
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! Fle Edit View Insert Format Tools Actions  Help

From: ofmbass @ofm. wa.gov

To: McGrath, Sharlene (OFM); Baveja, Anju (OFM)
Cc
Subject:  Source - Beta QA [ System - TALS: Packet submitted

Packet number 0009 for agency 105 has been submitted.

4. After the packet is submitted to OFM, the Traffic Light Indicator will change from yellow to
green and the status will change to Pending.

Note: The packet will remain in Pending status until OFM has opened the packet.

If the Submit has failed the following will happen:

Note: If you receive a red traffic light, this means you have AFRS critical errors that will need to
be corrected before submitting your packet to OFM. The red traffic light will remain red until the
AFRS critical errors are corrected and the packet is submitted again. Note: The AFRS error
messages may be difficult to understand what needs to be corrected in order to fix the error. If you
have questions, contact the DES Solutions Center.

Note: If your packet has failed the AFRS edits check; you will also receive the following email
message: The AFRS edit checks have been completed and errors have been found. Please view the
“Most Recent Edit Report” for more information. The Most Recent Edit Report will allow you to view
the AFRS and AMR edits. Most edits will have a link to Online Views. From Online Views, you will
see the data that caused the error.

After all critical errors have been fixed; perform steps 1 through 4 again to submit your packet.

Lesson 13, Task 4 — Recall a Packet
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After a packet has been submitted to OFM, you can recall a packet.

Note: In order for a user to recall a packet, they must be set up with the security to submit a
packet. Note: The Recall Packet function can only be performed on a packet in Pending status.
Note: Once the packet has been recalled the packet is no longer viewable by OFM.

1. Select a packet from the View Packet List screen that has been submitted to OFM and is
pending status. Select the Recall Packet in the drop down, then select Run.

L NCTTEE

Allotment Management & I!emew
Oniine Views ||

Logout

Views Packet List UserBis Tester3 : 105 - Office of Financial Management
gienmum Rnﬁ‘s Load Recal Packet + | [Run
View Packet || Add Packet | | Update Packet || View History | | Delete |[Set Locks |[Allotments| [ Import || Export | [ Copy | [ Review Issues
|| || | Member¥i | Pumpoe | T#e | Stk | Program |Exo| CashDish | CashRecrt f
O 0028 Opersting 2nd Qtr Adjustments tutorisl Drsft v Recall Packet
7 perzting Internzl Adjustmen nother NonApprop pprove ent Expenditure Summary
@ w7 Operzting Internal Adjustments Ancther NonA, Test A ed v 't Expenditure S R
Stment Expendture Dtal
D @ 0026 Opereting Internal Adjustments Test NonApprop Again Approved v AMRDDZ Allctment Revenus Summary BO
AMRDM4 Allctment Revenue Detail
O& e 0025 Operating Initil Allctment Wendis Tutorial Test updated Draft AMROOS Alctment Cash Disbursements Detsil B0
AMRDO7 Allotment Cash Recsipts Detsil
O @ 0024 Operzting Internzl Adjustments Test NonApprop Relezse Approved v AMRDDE Allctrent vs, EA Schedule R
B AMRO0S Allctted Revenue vs, Expenditurs Variznce (Fed and PL)|
O w3 Capital Unanticipated Receipts test Draft - 5. EAS Revenus B0
AMRD1L All:rttnd Expenditures vs, Cash Disbursements
O 1223 Capital Initial Allotment tutorial test Draft v AMROL2 Alctment Revenue vs, Cash Recsipts BO
5 AMRD13 Allotted Revenue vs, Expenditure (Al Funds)
" W
O o021 Operstng 2nd Gtr Adjustments Maving Unalotted Dreft AR rojeced Honibly Cash Boance 80
I . . v AMRO1S Projected Fund Balance
= 0020 Operating 2nd Qir Adjustments Tutorizl Lesson 12 Drzft AMROE Prejectd Cash Eaiance BO
] ots Oprating Inital Allotment test Pending v v AMRO17 Comparisen of Original Allctment 20
AMRO20 Unanticipsted Receipt Approval Requast
o8 Operating Unanticipated Rece Tutoral Unanticipated Recel Dreft v v EASDOL Expenditure Autherity Scheduls for Operating B0
- persing Urenicpeted Receps peed Recept EASDU? Expandiure Authoriy Schedula for Capal

Note: You will receive the following message:

Microsoft Internet Explorer rz|

L] E The packet has been recalled.
L

2. Select OK and the packet status will change to draft status.
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LESSON 14 - CHART FEATURES
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Lesson 14, Task 1 — Viewing Charts

The Charts compare data for allotments and actuals. The Charts tab can be found at the top of the
View Packet List screen.

Allotment Management & Review
- WEEEEEE Ouieven: || Enternris feporig

Viewi Packet List

UserBO Tester3 : 105 - Office of Financizl Management

Biennium | 2007-08 (% | Rows| Al |¥|| Load AMR Pre-Release Edits ¥ [|Run
w Packet || Add Packet || Update Packet | | View History || Delete || Set Locks || Allotments| | Import || Export || Copy
-IIIMI_@--@
D 01 Operating 2nd Qir Adjustments Moving Unallott=d Draft v Testerl, UserBO
D 00 Operating 2nd Qir Adjustments Tutorial Lessan 12 Drzft v Testerl, UserBO
O @ o Operating Initzl Allotment test Pending v v v v Testerd, UserBO

Note: When selecting the Chart tab and viewing a chart, it is important to know the allotment data
is only for packets in Pending, Review and Approved packet status. Note: The Data Type
dropdown provides a selection for Operating or Capital packets, and will display accounts that exist in
the allotment packets in the Account dropdown. Note: Actual data is from the prior biennium. If
there are months that are not closed from the prior biennium, the data included will be prior biennium
allotments.

Note: Charts can also be found when running a Pre-Release Report for an Operating Initial
Allotment packet only. However the only time a chart can be viewed from the Pre-Release Report is if
the data in the Operating Initial Allotment packet caused a warning edit. There will be a link to the
Chart. The allotment data in this chart does include Draft allotment data from the selected Operating
Initial Allotment packet.

From the Charts tab you may view the following charts:

1. Allotted vs. Past Biennium Actual Expenditures-by Account — you have the choice of
displaying the information by percentages or dollars and may select an account from the
accounts contained in the Data Type packet selection you are viewing.

2. Allotted vs. Past Biennium Actual Cash Disbursements-by Account — you have the choice
of displaying the information by percentages or dollars and may select an account from the
accounts contained in the Data Type packet selection you are viewing.

3. Allotted vs. Past Biennium Actual Cash Receipts-by Account — you have the choice of
displaying the information by percentages or dollars and may select an account from the
accounts contained in the Data Type packet selection you are viewing.

4. Allotted vs. Past Biennium Actual Revenue-by Account — you have the choice of
displaying the information by percentages or dollars and may select an account from the
accounts contained in the Data Type packet selection you are viewing.

5. Allotted vs. Past Biennium Actual Expenditures-by Object — you have the choice of Data
Type packet selection to display the information by percentages or dollars and fiscal period.

6. Allotted vs. Past Biennium Actual Expenditures-by Program — you have the choice of
Data Type packet selection to display the information by percentages or dollars and fiscal
period.

7. Allotment vs. Actual Current Biennium Activity — By Account — you have the choice of
Data Type packet selection to display Cash or GAAP data.

e The system will run a biennial projection for an account.
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There will be a beginning balance; the actual information will be based on transactions
posted in AFRS, unclosed AFRS months will be provided from the allotments in TALS-
AMR. The allotment data will contain only official packets and will include operating
and capital allotment data. Users will have the option to include allotment packets that
are in Pending and Review statuses.

The chart will display the projected account balance for the entire account (all
agencies). The user can export the chart; the exported chart will show the detail for the
account by agency.

The user will have the ability to export the data. The data will export into a text file.
The user will have the ability to open the text file using “Text Wizard”. See Lesson 8,
task 1 for more information on using the “Text Wizard”.

1. To view a chart select the Charts tab.

Note: By default the first chart that is viewable is Allotted vs. Past Biennium Actual Expenditures-

by Account

3 Charts -- Web Page Dialog

Chart

Format

Account

| Allotted ws. Past Biennium Actual Expenditures - by Account b4 |

Allotted vs. Past Biennium Actual Expenditures - by Account
Account 001 (General Fund) | Agency 075 (Office of the Governaor)
(Amounts in Percentages)

Legend Label

2005-07
Allatted
Expenditures

-1
Jul  Aug Sep Ot HMow Dec Jan Feb Mar Apr May Jun Jul  Aug Sep Oct Mow Dec Jan Feb Mar  Apr May Jur
F¥1 F%¥1 F¥1 FY¥1 F¥1 FY1 F¥1 F¥1 F¥1 F¥1 F¥1 F¥1 FYZ F¥2 FY¥2 FYZ2 F¥Z2 FYZ FYZ FY2Z FYZ F¥2 FYZ FY:

[200507 Allotted Expenditures
200305 Actual Expenditures

\

Jul Aug Sep Oct Nov Dec lan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun
FY1 F¥1 F¥Y1 F¥1 FY1 F¥1 FY1 F¥1 FY1 F¥1 FY1 FY1 F¥Y2 FY2Z F¥Y2 FY2 F¥2 FY2 FY¥Y2 FY2 FY2 FY2 FY2Z F¥Y2

57 34 48 42 35 48 42 35 48 42 35 48 5F 33 04 41 34 4 41 34 4 41 34 4 2

*

149



2. To view another chart, select the chart from the dropdown arrow at the top of the dialog page.

A Charts -- Web Page Dialog

Charts

Select the Chart you want
from this drop down list.

Chart | abotted v, Past Biennium Actual Expendbures = by Accourt

Format

Account

Allctted wr. Patt Bnreen Achusl Expendfiure: - By Progeam

penditures - by Account

Accourt D0 (Gensral Fund) | Agency 075 (Office of the Governor)
(Amouris in Percentages)

-1
Jul Aug Sep O Moy Dec Jan Feb Mar Apr May Jun Jul  Aug Sep Oct Mow Dec Jan Feb Mar Apr May Jur
FYl FY1 FYL FYL FY1 FY1 FYD FY1l FY1l FY1 FYL FYL FY2 FYZE FY2Z FY2 FY2 FY2 FY2 PYZ FY2 FYZ FY2 FY

200507 sBotied Enperditures
200305 Actusl Expenditues

Legend Label Jul Aug Sep Det Mov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr May Jun
# FY¥Y1 F¥l FY1 FY1 FY1 FY1 FY1 F¥1 FY1l FY1 F¥1 F¥1 FY2 FY2 F¥2 FYZ FYZ F¥2 FY2 FYZ FY2 FY2 FY2 FY2
J0E-07
Alatted 57 34 48 42 35 48 42 35 45 42 35 48 57 33 4 41 34 4 41 34 4 41 34 4
Expanditures

< >

3. Select the Format you’d like to view — Percentages or Dollars
Note: By default the Format is Percentages.
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A Charts

Web Page Dialog

Charts

Chart | #Botted v, Pask Bienmium fictual Expendiures - by Aecourt w |
Eornaat You can select either Percentages or
Account

Dollars under the Format Drop Down List
Allotted vs. Past

Account 001 (General Furd) | Agency 075 (Office of the Governor)
(Amourts in Percentages)

’ \

-1

Jul  Aug Sep O Mev Dee Jsn Feb Mar Apr May Jun Jul  Aug Sep Oer Mev Dee Jan Fab  Mar Apr May  Jur

FYL FY1 FYl FYl FYl FY1 FY1 FYL FYLl FYL FY1 FYL FY2 FYZ FY2 FY2Z FYZ FY2 FY2 FY2 FY2Z FYZ FY2 Fy
.ﬁﬂﬁmﬂmmw

200305 Actusl Expendiures

Legend Label

Jul Aug Sep DO«t MNov Dec Jan
F¥1 FY1 FY1 FY1 FY1l FY1l FY1

57 34 48 42 35 48 42

Feb Mar Apr May Jun Jul Aug Sep Ot Nov Dec

Jam

F¥1 FY¥1 FY1 FY1 FY1 FY2 FY2 FY2 FYZ F¥YZ F¥YZ F¥2

35 4% 43 35 48 57 33 4 41 34 4 4]

Feb Mar Apr May Jun
FYZ FYZ FYZ FYZ FY2

4 4 41 34 4
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4. The first four charts have another selection choice of Account — select the account you want to
view. Note: The account choices will be the accounts for Operating data only and in Pending,

Review and Approved Statuses.

2 Charts -- Web Page Dialog

Charts

..Mld Wi, Pazt Biermiunm Sctual E:perﬂ:uws = by Accourt W |

Chart

Eormat | Bercenkges S The final choice is that of Account.
Ao ounk ol W
- pited vs. Past Biennium Actual Expenditures - by Account
Pt Account 00 {General Fund) | Agency 075 (Office of the Governor)
179 (Amounts in Percentages)
217

Mar  Apr May Jur

Jul  Aug Sep O Mevw Dec Jsn Feb  Mar Apr May Jun Jul  Aug Sep O Mov Dec Jan  Feb
Fy

F¥1l F¥1 FY1l FYI FY1l F¥l F¥Yl FYl FY1l FY1 FY1l FY1l FY2 FYZ FY2 FYZE FYZ FYZ2 F¥2 FYZ2 FY2 FYZ FY2

200507 Alotted Expenditures
200305 Actual Expendinees

Legend Labal Jul Aug Sep DOct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov Dec Jam Feb Mar Apr May Jun
b FY¥1 FY1 FYL FY1 FY1 FY1 FY1 FY1l FY1l FYL FYLl F¥Y1 FY2 FYZ FYZ FYZ FYZ FYZ FYZ FYZ FYZ FYZ FY2 F¥2

0E-0F
Allatted 57 34 48 44 35 48 44 IS 48 43 35 48 5T 33 4 41 34 4 41 34 4 41 34 4 3

Expareditures
¥

£
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5. The remaining two charts have another selection choice of Fiscal Period — select the entire
biennium, or one fiscal year. Note: FY1 compares the first fiscal year of allotments to the first
fiscal year of expenditures from the past biennium. FY2 compares the second fiscal year of
allotments to the second fiscal year of expenditures from the past biennium.

A Charts -- Web Page Dialog

Charts

Chard Alolted ws. Pact Bierress Schua Expencibures = by Shject e

Eormat Parcertages ¥ | The final two charts replace Account with Fiscal Period.
Figcal Pariod | onnid This allows the choice of FY 01, FY 02 or Biennium
Allotted vs. Past Biennium Actual Expenditures - by Object

Agency 075 (Cdfice of the Governor)
[Amourds i Parcanlages)

A B

mmﬂﬂMEwﬂm:
200305 Acoual Expandouss Print button for all
Legend Label 2o clalalslals charts located in the

T005-07 Abctted Expenciiures 53,1 125 B 220 L300 42 03 lower right-hand corner
IG-05 Actusl Experadtrgt 503 12112120936 1 5973

* Sbdnksnal Parsmesters: Beannaal Seresines ) Opsrming Packies Ondy: Pandng, Pewies 8 Spgrowed Packet Seatuses

6. To print a chart, select the Print button at the bottom of the dialog box. Note: The charts
print in Portrait, in order to change to Landscape you will need to change it manually.

TO DO - Hands on: View charts and make selections between dollars and percentages, account,
and/or fiscal periods.

153



LESSON 15 - REPORTS
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Lesson 15, Task 1 — Viewing and Running Reports

There are two ways to view TALS reports. One way is through Enterprise Reporting (ER). See the

tab below that takes you to ER to schedule reports. This tab can be seen from any screen in TALS-

AMR.

View Prachet List

Biennium | 2007-03 ¥

Rows

0¥ Load

View Packet || Add Packet | Update Packet | View Histary | Delele || Set Locks | Allotments|| Import | Eipott | Capy || Review Issues

Vigws Packet Lis Online Yiews

-1

Illl@l@@

=y w J=iy = j[wy W ey (= jr.y [

L-—=1]

00t

o0t

00t

1

o

oot

o0i0

0003

00

0007

Caphtal Armendment
Capital Amendment
Operating Internal Adjustmens
Opatating Inifal &llatment
Operating Unanficipated Receipts
Capial Gowernor's Cash Defict Reductions
Capial Iitial Alotment
Opatating Inifal &llatment
Operating 2nd Qir Adjustmens

Operating 2nd i Adjustmens

bast
it Release Regresian test PreRel Edit Chik packet
besting 3a
5PS Import

TTpra issus 10620

{2001 Teet Packet
BA01 fest packet
bk

Teat TTP 11266

Draft
Draft
Crat
Draf
Draft
Draft
Crat

Drift

190 - Administration

v

Y

Draft 010 - Epidericlogy, Health Stats & Public Lab

Draft

-
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The other way to run a report is through the View Packet List. See the reports listed below. Select a
report and click the Run button. When running the reports this way the parameters are already set to
the preferred view of the OFM budget analysts. This way you can run and view a report exactly the
way your OFM budget analyst is looking at it if they choose it from this list of reports.

Ve P i

Vi Pl L

Biniom 0748 ¥ Ruws Lo AR e Ependine S

AR P Elt
WiPicel AddPacet| Lodie Pk Viwhitny | Die S lods Al I Eipot | Cony i s AMMFRSEd‘“

IIIIMMMM -

D 0ih Cld e hel i v |ARRIDL lctment Expendire S el
PR lctmen Epencire Dkl
D s Cal mendren O Rege Reesion et o it Che ket VoV {AROUE Al Reverue S 1]
AR e Reyen Dl
D M Operang e dshent ling 34 i 080 - el Vo (A0 Al Cah ibuames Dl ]
APRAT e Cah e Dl
D i Opeang il lemend 595 It Iz Y R e e EA S
MRS AlobedRevere v, Ependlre Ve (Fed and )
D M2 Cpereing Lol Recaps T e {64 ] Y I Mt R, EAS R ]
D I ” ; PR At Expndines v, Cah Cihursament »
Sl e k. AR e v, Cth e i
o MR AlobedReverie v, Evpendlre (4 Find)
D ] Cipll ot Al IO e P i Vo Wl C 1]
- APRALE Precd Furd B
¢ v
D [ Opeang il lemend B0t et kel Iz A P e 4]
" ‘ PRI Compaton of rigirl & e
] i nd O 5 Dt - B e St ¥ peancEng £
D Gy i e ; o T TS PR Uriicosed Recept Apmond et r

P Cpuyndh g T T 25 bl ¢ [l g i ki (g gy

)
ELci? Exiendture Authonli Chediefr Caiﬂa

(]
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Enterprise Reporting is used to view the TALS-AMR reports. When you’ve logged into ER you
request the report using the standard ER report creation steps. Each report has a set of parameters
available for that report. The detail reports will have more parameters than the summary reports. The
defaults for the parameters have been set to a high level view so that you do not need to make a lot of
selections to get a usable report. You may want to make some lower level selections to meet your
needs. The ‘Level of Detail” parameters are used to select what level you want to view the data at,
such as ‘Level of Detail for Program’ would mean do you want to see the data at the program, sub
program, activity, sub activity, or task level? There are Expenditure, Revenue, Cash Receipts, Cash
Disbursement, and Comparison reports available. The reports available to date are:

AMRO001 - Allotment Expenditure Summary — provides a summary of expenditure and FTE
allotment by program, account, account type, expenditure authority, and object for fiscal year and
biennial periods. The report displays information in five categories: summary, allotted expenditures,
unallotted, reserve, and comments.

AMRO002 - Allotment Expenditure Detail — provides a detail of expenditure and FTE allotment by
program, account, account type, expenditure authority, and object by fiscal month, fiscal year and
biennium. This report can be requested at any level the data was entered into TALS-AMR. Note:
FTE is by GFS and other only — if detail by account is needed use the AMROO2FTE report.

AMROO02FTE - Allotment Detail — provides a detail of the FTE allotments by account, expenditure
authority, and object by fiscal month, fiscal year and biennium.

AMRO003 - Allotment Revenue Summary — provides a summary of the revenue allotment data by
account and category for fiscal year and biennial time periods. Note: The categories are State,
Federal, and Private/Local.

AMRO004 — Allotment Revenue Detail — provides a detail of the revenue allotments by account, major
source, and source by fiscal month, fiscal year, and biennium.

AMRO005 — Allotment Cash Disbursements Detail — provides a detail of the cash disbursements
allotments by account by fiscal month, fiscal year, and biennium.

AMRO007 — Allotment Cash Receipts Detail — provides a detail of the cash receipts allotments by
account by fiscal month, fiscal year, and biennium.

AMRO008-A — Allotment vs. EA Schedule (This Packet Only) — compares allotment expenditure and
FTE data with the Expenditure Authority Schedule (EAS) and shows variances.

AMRO008-B — Allotment vs. EA Schedule (All Packets) — compares allotment expenditure and FTE
data with the Expenditure Authority Schedule (EAS) and shows variances. AMRO009 — Allotted
Revenue vs. Expenditure Variance (Federal and Private/Local Funds Only) — compares federal
and private/local revenue and expenditure data for the allotment and shows where the revenue and
expenditures do not match as required by Generally Accepted Accounting Principles.

AMRO010- Allotted Revenue vs. EAS Revenue Variance — provides a comparison of revenue

allotments to the expenditure authority schedule (EAS) revenue control numbers for fiscal year and
biennial time periods.
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AMRO011- Allotted Expenditures vs. Cash Disbursements — provides a comparison of allotted
expenditures to cash disbursement allotments. The report displays the information by fiscal month, in
spreadsheet form and in graph form.

AMRO012- Allotment Revenue vs. Cash Receipts — provides a comparison of revenue allotments to
cash receipt allotments. The report displays the information by fiscal month, in spreadsheet form and
in graph form.

AMRO013- Allotted Revenue vs. Expenditures (All Accounts) — compares allotted expenditures by
account with revenue by account.

AMRO014- Projected Monthly Cash Balance — enables OFM and administering agencies to
determine if an account will have a temporary cash deficit during the course of the biennium based on
actual cash balances to date plus proposed and approved cash allotments for the remainder of the
biennium. This report will not include data from packets in Draft status.

AMRO015- Projected Fund Balance — shows the projected ending fund balance for each fiscal year
based on the allotment data under review and previously approved. This report will not include data
from packets in Draft status.

AMRO016- Projected Cash Balance — shows the projected ending cash balance for each fiscal year
based on the allotment data under review and previously approved. This report will not include data
from packets in Draft status.

AMRO017- Incremental Change from Previous Submittal — isolates changes within a packet that has
been returned to the agency for revision and resubmitted to OFM for review.

AMRO018- Unanticipated Receipt Allotments — provides information to the legislative fiscal
committees on executive spending authority granted to agencies by OFM.

AMRO019- Allotment Status— facilitates management of the allotment review process. It enables both
OFM budget analysts, agency budget analysts, and the Legislature to view the status of allotments and
summarizes the number of allotment packets by status and purpose.

AMRO020- Unanticipated Receipt Approval Request —This report is used to convey the required

information to OFM and the Legislature when requesting spending authority for unanticipated receipts.
It replaces the former B20-1 form.
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Task 1 — Hands On — Now we’ll request the AMRO0O02 report

Log in to the Reporting Portal (Enterprise Services).

Select the BASS Training folder. (skip if not in training)

Select the Budget Reports folder.

Select the Allotment Reports folder.

Schedule the AMRO002 report using the standard Reporting Portal report creation steps within
the Parameters page.

Be sure to set you “User Group” to Agency (No dropdown’s will be available and No Data will
be returned.)

ko E

o

Schedule: AMR002 Allotment Expenditure Detail

’ Destinations Recurrence

Instance Title
[AMROO2 Allotment Expenditure Detall

Format
[Crystal Reports (RPT) hd

Personal Title

User Group

[Click to load list... v

Biennium
[2013-15 V]

Agency
[ Click to load list... v|[179

Packet Program

[Click to load list... v

Agency Allotment Option

[Click to load list... v

Reset | Schedule

The number of parameters will vary for each report. The AMRO002 has more than most of the other
reports allowing for the most flexibility. The Packet Number parameter will default “*” (all).

7. Select your packet number from the drop down arrow in the Packet Number parameter that
you created in this training session.

Level of Detail parameter — this parameter will determine at what level of detail you will view your
data. You have a level of detail parameter for Account/EA, Program, Organization, Project, and
Object. If you want to view the data as a total for the agency the selection default will give you this
information.
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8. Select the Level of Detail that you want for Program Index from the drop down arrow in the
Level of Detail parameter. You can select the following: Agency, Program (default), Sub-
Program, Activity, Sub-Activity, Task, and Program Index.

Schedule: AMR002 Allotment Expenditure Detail

Destinations Recurrence
Activity
Click to load Tist... ¥ |

Sub Activity
Click to load list... B

Task
Click to load list... *

Program Index
Click to load list... [

Level of Detail for Prog ram/

[Click to load list... v|

Division v

LI T Ry 1T 1

Reset = Schedule

9. Click the schedule button in the lower right hand corner to schedule the report.
10. The auto refresh will keep refreshing until the status states ‘Success’
11. Click the instance time to view the report
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OFM 179 - Department of Enterprise Services

Allotment Expenditure Detail
2013-15 Biennium

Packet Purpose: ALL Report Number: AMROOZ2
Packet Number: ALL Date Run: 3/31/2015 10:48AM

Packet Status: Approved Print Date: 3/31/2015 10:49AM

Program Structure
010 - Support Services

Expenditures by Account-EA Type

FY 2014 FY 2015 Biennium Total
422-6 Enterprise Services Account-Non-Appropriated Jul 52,720 71,505
Aug 50,942 71,505
Sep 53,442 71,505
Oct 54 186 71,505
Mov 91,601 71,505
Dec 56,338 71,505
Jan 86,229 96,508
Feb 84 975 96,508
Mar 85,025 96,508
Apr 90,463 96,508
May 91,968 96,508
Jun 87,305 97,353
Total 422-6 Allotted 885,194 1,008,923 1,894,117

This is the first page of the multi-page report.
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APPENDIX 1 — BUSINESS RULE NOTES

General Application

1. The BASS suite of applications does not support the use of internet browser navigation buttons, i.e.
‘back arrow’ and ‘forward arrow’. You should avoid using the back arrow and forward arrow
buttons available on your web browser tool bar when working in BASS. Using these buttons will
give unpredictable results depending on the screen you are on when used.

2. Itis extremely important to properly logout of the system when not in use. There is a timeout
provision included in the system. If your session is inactive for 120 minutes the system will time
you out. Your packet may be flagged as in use. If you login again with the same user ID it will
clear the in use flag and you will be able to access your packet. The in use flag will be removed
nightly. You will know a packet has been flagged as in use when you try to work with it and it the
system tells you that someone is using it.

3. The row selection box can be found on the view packet list, coding structure and allotment details
screens.

4. In order for the application to work, you must disable your pop up blocker for this site.
5. Three levels of security access
o Read-Only
= View packets
o Edit Access
= Add packets
= Can modify unlocked allotment packets

= Can update agency internal comments, contact information, and attachments in
Pending and Review status

= Can update agency internal comments in Approved status
o Budget Operations

= Lock/Unlock packets

= Add packets

= Delete packets not Locked in a status of Draft and Returned

= Can modify locked allotment packets

= Can update agency internal comments, contact information, and attachments in
Pending and Review status

= Can update agency internal comments in Approved status
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TALS Component Fields

Note: Validation of Codes and Indexes will be completed in the Pre-Release process

Component
Fields Expenditures | Expenditures | Cash Revenue Cash
- Option 1 - Option 2 Receipts Disbursements
Allotment Coding Structure
Program Index Required | Required | Optional Optional Optional
Organization Index Optional Optional Not allowed | Optional Not allowed
Budget unit Optional Optional Optional Optional Optional
AFRS Project Optional Optional Optional Optional Optional
AFRS Sub Project Optional Optional Optional Optional Optional
AFRS Project Phase | Optional Optional Optional Optional Optional
Budget Activity Optional Optional Optional Optional Optional
User Identified Field | Optional Optional Optional Optional Optional
Allotment Detail
Account Not allowed | Notallowed | Required | Required | Required
Appropriation Index | Required | Required | Notallowed | Optional * | Optional *
Capital Project Derived** Derived** Not allowed | Derived** | Derived**
Number
Major Source Not allowed | Not allowed | Optional Required | Notallowed
Source Not allowed | Not allowed | Optional Required | Not allowed
Sub-source Not allowed | Not allowed | Optional Optional Not allowed
Object Required | Required | Notallowed | Notallowed | Not allowed
Sub Object Optional Optional Not allowed | Not allowed | Not allowed
Sub-Sub Object Optional Optional Not allowed | Not allowed | Not allowed
FTES (Number) Not allowed | Not allowed | Not allowed | Not allowed | Not allowed
Interagency FTE Flag | Not allowed | Not allowed | Not allowed | Not allowed | Not allowed
Transportation FTE Not allowed | Not allowed | Not allowed | Not allowed | Not allowed
Flag
Agency External Optional Optional Optional Optional Optional
Comments
Agency Internal Optional Optional Optional Optional Optional
Comments

* For Cash Disbursements, Revenue, and Expenditure FTEs: Appropriation Index is Optional, if used
the account will be derived from Al. Either Al or Account can be entered, but not both.

** Capital Project Number will be a derived field for all non-unanticipated receipt packet purposes.

For Unanticipated Receipt packet purposes this field will be editable.
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Fields

Expenditures —

Expenditures —

Expenditures -

FTEs Unallotted Reserve
Allotment Coding Structure
Program Index Required Required Required
Organization Index Optional Optional Optional
Budget unit Optional Optional Optional
AFRS Project Optional Optional Optional
AFRS Sub Project Optional Optional Optional
AFRS Project Phase Optional Optional Optional
Budget Activity Optional Optional Optional
User Identified Field Optional Optional Optional
Allotment Detail

Account Required Not allowed Not allowed
Appropriation Index Optional* Required Required
Capital Project Number Derived** Derived** Derived**
Major Source Not allowed Not allowed Not allowed
Source Not allowed Not allowed Not allowed
Sub-source Not allowed Not allowed Not allowed
Object Optional Not allowed Not allowed
Sub Object Optional Not allowed Not allowed
Sub-Sub Object Optional Not allowed Not allowed
FTES (Number) Required Not allowed Not allowed
Interagency FTE Flag Optional Not allowed Not allowed
Transportation FTE Flag Derived Not allowed Not allowed
Agency External Comments Optional Optional Optional
Agency Internal Comments Optional Optional Optional

1. Add Packet feature is not available for those with read only security access.
2. When loading packet information by time period you will know the data is loading by the status

PREPARE AN ALLOTMENT PACKET
Establish an AMR Allotment Packet

bar in the lower right hand corner. This shows quickly, so you might miss it.

3. The Packet Number will remain listed as [unassigned] until the required packet elements have

been selected and saved for the packet being added. This is a system generated number and
deleted packet numbers will not be reused.

4. Biennium is required field that allows you to choose which one.

5. Purpose is a required field that gives type of allotment.

6. Program field is optional, and for informational use only. There is no link to the Program field

and the data contained in the packet. This is required for DSHS.
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16.
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18.

19.

20.

21.

22.

Title is for informational use to quickly identify and describe the allotment packets data.
Visible on the View Packets List screen. This field can be updated for an allotment packet with
a packet status of Draft or Returned.

Packet Explanation (Agency External Comment) field is not required to save a packet, the
OFM allotment instructions do require agencies to submit explanations in certain cases.

Agency Internal Comment field is optional.

Contact field is required, and defaults to contact information of person who created the packet,
with option to change contact person.

The contact can be changed in review and approved status.
Attachments are optional. You can attach Word, Excel, and PDF files.

Lock Packet selection box allows staff with budget operations security to lock packets. Once
saved a lock will appear to the left of packet number and the Lock Packet title will change to
Unlock Packet. To unlock, simply click on the Unlock packet selection box and save again.
This function can also be performed from the View Packet List Screen by choosing the Set
Locks option.

Packet Number is automatically assigned by the application. Until the packet is saved it will
display as [unassigned].

Status will remain in Draft status until the packet has been released for review by an OFM
budget analyst for official packets or submitted for posting to AFRS for internal packets.

In the Add Packet Screen the dropdown will default to the biennium selected on the View
Packet List screen. Once a packet has been saved this field cannot be updated.

Packet Purpose selection is required for establishing a new packet, once a packet has been
saved this field cannot be updated. The packet purpose describes the reason for the allotment
submittal. Please see the allotment instructions for more information on the correct packet
purpose type to use for particular allotments.

Program is for informational use to quickly identify and sort allotment packets that contain
allotment detail for one program. There is no system edit between the Program field selection
and the allotment detail included in the packet. The dropdown lists display official agency
programs. DSHS is the only agency that must use this field.

Packet explanation is not required to save an allotment packet, but an explanation is required by
the OFM allotment instructions in certain cases. Explanation text is required for official
allotment submittals when a pre-release edit check warning message requires an explanation.
Use this field to communicate to OFM the key assumptions and decisions in the allotment
packet data. This text is visible to your OFM budget analyst.

Agency internal comments are for informational use for the agency. This text is only visible to
your agency staff. Used to communicate agency decisions and assumptions that describe the
allotment packet data.

The contact field is populated based on BASS security forms submitted to DES. The chosen
contact will be the person receiving e-mail issues in relation to the packet. Currently there may
be only one contact person chosen.

Attachments are an optional field except for unanticipated receipts, for informational use only.
If adding a packet, the Add Attachments button will only be enabled after the packet details
have been saved.
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23. ltis intended that all agencies, except DSHS, submit one packet for initial Operating and one
for initial Capital allotments, if appropriate. DSHS must create separate initial operating
packets for each program and submit all of these packets at the same time.

Include Packet Attachments

. You must save your packet before it will allow you to add an attachment.
. Attachment files are limited in size to 3MB.

. When adding an attachment the Description field is optional, and provides the ability to include
a synopsis of the material for quick reference. The description included will display on the
View/Add/Update Packet screens.

. To view an attachment, the file must be selected prior to clicking the View tab.

5. The view attachment dialog box will remain open even after you have closed the attachment.
To close, “X” out of it.

View Packet List (View/Update Packet, Delete Packet, and Set Packet Locks)

. Your security access will determine which functions are available to you. There are 3 levels of
security access: read only, edit access, and budget operations.

. Those with read only access will only be able to view. Edit access (as long as the packet is
unlocked) and budget operations can view, add and update packets.

. The system will allow you to sort on none, or one or more columns. Each column header has
three possible states (not sorted—indicated with no arrow, sorted ascending—indicated with an
up arrow, sorted descending—indicated with a down arrow), which can be selected by clicking
the text in the column header. On the view packet list screen the sort default is Number in
descending order.

CREATE THE EXPENDITURE ALLOTMENT DATA
Add Expenditure Coding Structure and Allotment Detail

. Coding Structures and Allotment Details can be added and updated for any packet in a status of
draft or returned.

Be careful when choosing the Delete All tab. This will give you a warning, but once you say
okay, all of your coding structure information and related details will be gone.

. The comment tab within coding structure is where you put comments referred to in the Pre-
Release Edits as component level comments.

. The allotment coding structure screen also includes a row selection box which allows you to
choose how many rows of data you would like to see with the choice of 10, 20, 30 or All. To
get this to display the number of rows, make a selection and click Load.

Program index is a required field.

. While the [Enter or Select a Program Index] box is highlighted you can hit the down arrow to
see all program indexes available in your agency, or you can start typing which will bring up a
series of program indexes, or type in the whole thing. If the agency has many program indexes,
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20.

it cannot hold them all and will show a °...” at the bottom. To get to the codes further down
you will need to start typing to reach them.

Project is a hierarchical field, so if you want to enter a sub project you must enter a project first
or if you want to enter a project phase you must enter both project and sub project first.

To add additional coding you can choose the Add button at the bottom of the screen. By
clicking the “Add” button the data is saved automatically; however, after the last code make
sure to click the “Save” button.

Allotment details can only be added for an existing coding structure and only one coding
structure can be selected at a time.

By default the only grid expanded on entry of a coding structure with no allotment details is
Expenditure Allotment Details. Expenditure sections: Expenditure Allotment Details,
Unallotted Allotment Details, Reserve Allotment Details, Variance (Option 1 agencies only),
and Staff Month Allotment Details.

The allotment coding structure screen also includes a row selection box which allows you to
choose how many rows of data you would like to see with the choice of 10, 20, 30 or All for all
four components. To get this to display the number of rows, make a selection and click Load.

You have the ability to hide or expand grid details from view on the Expenditure Allotment
Details screen. By selecting the ‘+” plus symbol to the left of the grid title, the grid expands for
adding or viewing details. Likewise the ‘-’ negative symbol to the left of the grid title collapses
the grid.

Expenditure Authority Index and Object are required allotment detail fields for both option 1
and option 2 agencies. For option 1 agencies these two required fields are entered as separate
allotment details within the same coding structure. For option 2 agencies, these two required
fields are entered together in one allotment detail as depicted below.

The EAI determines what fiscal period dollar amounts will be available. For example if you
choose a first year EAI, the second year dollar amounts will be grayed out and not available for
input.

For records that have an EAI that cannot be found in the statewide tables, the fiscal period is
assumed to be Biennial.

Once you hit save the dialog box will display as an “update” rather than an “add”.

Your allotment detail should equal your EA schedule when complete.

The Expenditure Allotment Details screen also includes a row selection box which allows you
to choose how many rows of data you would like to see with the choice of 10, 20, 30 or All.
To get this to display the number of rows, make a selection and click Load.

For option 2 agencies: The first row, “Total”, will be a sub-total of all the amounts displayed in
the grid. The second row, Grand Total, will be a total of all the amounts if multiple pages of
data exist. In the image below the Grand Total would be the total of all the amounts on page 1
and 2.

Expenditure Authority Index and Object are required allotment detail fields for both option 1
and option 2 agencies. For option 1 agencies these two required fields are entered as separate
allotment details within the same coding structure.
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For Option 1 Agencies, variance is displayed in the expenditure grid. Variance displays the
difference between the sum of the objects and the sum of the appropriation indexes for each
month.

Fiscal month fields are available for input based on the EA code used to establish the
expenditure authority index. When updating, if dollars exist in fiscal months not consistent
with the fiscal period control of the EA code, a Roll amounts button will be available.

To remove dollar amounts from the read-only fiscal months, you can select a new expenditure
authority index (consistent with the entry fiscal months) or select the Roll Amounts button.

The Roll Amounts button will move dollar amounts to their corresponding fiscal month amount
for the fiscal year control of the EAI. (For example: an EAI with a Fiscal Year 2 control, Fiscal
Month 1 dollars are moved to Fiscal Month 13.)

Within Allotment Details for allotted expenditures and FTEs (as well as cash disbursements,
cash receipts and revenue) you have several choices on how to enter the dollar amounts. You
can manually enter them one at a time, paste them from an excel spreadsheet, enter one amount
to repeat over the fiscal period, enter one amount to spread over the fiscal period, or enter one
amount to spread quarterly over the fiscal period. It is always recommended that you choose
your EAL first to determine which dollar fields should be available to enter into.

To enter dollar amounts manually you can use the tab and enter keys or highlight the dollar
amount and do a Ctrl “C” for copy and go to the next dollar amount area and do a Ctrl “V” for
paste.

To enter dollar amounts using the paste function choose dollar amounts from an excel
spreadsheet going either vertically or horizontally by highlighting them and doing either an
edit/copy or Ctrl C, then click in the fiscal month you want to start pasting in, then click the
paste button. You can paste up to 24 dollar amounts; however, if you choose more amounts
than you have months it will only paste the first 24 if a biennial EAI, or 12 if a fiscal year EAI.
So be careful to choose the right beginning month when pasting dollar amounts.

To enter dollar amounts using the repeat function choose which month you want it to start and
then enter the amount you want repeated, then click the repeat button.

To enter dollar amounts using the spread function choose which month you want it to start and
then enter the amount you want spread over the fiscal period. If necessary, it will round the last
month of the fiscal period to equal the total amount you wished to spread.

To enter dollar amounts using the quarterly function, choose which month you want it to start
and then enter the amount you want spread quarterly over the fiscal period. If necessary, it will
round the last month of the fiscal period to equal the total amount you wished to spread. If you
use this function after using the other functions, it will only replace the quarterly amounts.

Unallotted, Reserve and FTE Allotment Detalil

If you choose Account, expenditure authority index will not be available. If you choose
expenditure authority index, account will automatically fill in. OFM only requires that FTEs be
by GF-S 001 account or 996 for all other; however, you may identify specific accounts detail if
you wish.

You can choose to mark FTEs as Interagency FTEs for tracking purposes.

The Transportation FTE box will be automatically flagged if the Account chosen is associated
with a transportation Account.
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. When columns are locked the amount columns scroll underneath them. You will only see the
scroll bar if the display is smaller than the grid.

Capital project number is derived by using biennium, EA code (expenditure authority index),
and agency for all allotments. For unanticipated receipts this field will only be derived if it has
been previously entered otherwise, the agency must enter it and it is editable. For allotments
other than unanticipated receipts this field is not editable. In order for the system to derive
capital project number, you must choose an expenditure authority index associated with a
capital appropriation. The dropdown menu returns all expenditure authority indexes valid for
the agency, not just capital expenditure authority indexes.

CREATE THE CASH DISBURSEMENTS ALLOTMENT DATA
Cash Disbursements Coding Structure and Allotment Detail

Coding structure is optional for cash disbursements allotments; however, the account must be
identified as part of the allotment detail. A blank coding structure would imply that the cash
disbursement is allotted at the agency level.

. The Cash Disbursements Allotment Details screen also includes a row selection box which

allows you to choose how many rows of data you would like to see with the choice of 10, 20,
30 or All. To get this to display the number of rows, make a selection and click Load.

EAI is an optional field. Account will automatically be entered if an EAI is chosen. Account is
a required field.

Patterning Cash Disbursements

Patterning is performed at the account level.

. The pattern takes the dollar amount you have entered for the account and prorates it monthly
based on the previous biennium’s actuals or allotments.

If all months of the biennium are not final the pattern will use the allotment for those months.

. A pattern will only be created for accounts that have amounts entered. If the amount is left
blank it is considered to be zero and no pattern will be created for that account. It will replace
any data previously in that account with a zero.

5. A pattern cannot be created on an account that did not exist the prior biennium.

6. A pattern can only be performed using a blank coding structure.

. The patterning message warning does not mean that it will delete account data already created
in other coding structures. Be careful not to duplicate your cash disbursements by creating
coding structures with the same accounts used in patterning.

CREATE THE CASH RECEIPTS ALLOTMENT DATA
Cash Receipts Coding Structure and Allotment Detail

Coding structure is optional for cash receipts allotments; however, the account must be

identified as part of the allotment detail. A blank coding structure would imply that the cash
disbursement is allotted at the agency level.
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The Cash Receipts Allotment Details screen also includes a row selection box which allows
you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or
All. To get this to display the number of rows, make a selection and click Load.

Account is a required field while major source and source are optional fields for cash receipt
allotments.

Patterning Cash Receipts

Patterning is performed at the account level.

The pattern takes the dollar amount you have entered for the account and prorates it monthly
based on the previous biennium’s actuals or allotments.

If all months of the biennium are not final the pattern will use the allotment for those months.

A pattern will only be created for accounts that have amounts entered. If the amount is left
blank it is considered to be zero and no pattern will be created for that account. It will replace
any data previously in that account with a zero.

A pattern cannot be created on an account that did not exist the prior biennium.

6. A pattern can only be performed using a blank coding structure.

7. The patterning message warning does not mean that it will delete account data already created

=

in other coding structures. Be careful not to duplicate your cash disbursements by creating
coding structures with the same accounts used in patterning.

CREATE THE REVENUE ALLOTMENT DATA

Coding structure is optional for revenue allotments; however, the account, major source and
source levels must be identified as part of the allotment detail. A blank coding structure means
the revenue is allotted at the agency level.

EAI is an optional field for revenue allotments, but account, major source, and source are
required.

Major source is a hierarchical field, so if you want to enter a source you must enter a major
source first, or if you want to enter sub source you must enter both major source and source
first.

The Revenue Allotment Details screen also includes a row selection box which allows you to
choose how many rows of data you would like to see with the choice of 10, 20, 30 or All. To
get this to display the number of rows, make a selection and click Load.

IMPORT TEXT FILE
Download the Import Template.

The template format is in the required Import format. Do not add, delete or rearrange columns.
It will be the agency’s responsibility to ensure that the import file is in the proper format and
the fields within the file meet the prescribed format (see appendix 3 for the Import
Specification).

Import Text File
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Once your allotment data has been created using the proper import format, this file must be
saved as a text file before importing.

The packet into which the data will be imported must exist prior to selecting the Import tab.
Option 1 agencies must have a separate row for expenditure EA Indexes and Objects.

Data can be imported into any packet in draft or returned status only.

Can merge together a text file into an existing packet that already has data.

When the Merge/Sum Amounts Together for Duplicates radio button is selected, the import
will merge all new coding structure and allotment detail data for all components. When there
are duplicate coding structures and allotment details, the amounts will be summed together.

When the Delete Original/Replace radio button is selected, the import will replace all Coding
Structure and Allotment Detail data for all components.

If there are import errors, the text file will not import into the application.

Importing the text file into a packet with allotment data will replace all Coding Structure and
Allotment Detail data for all components.

Imported files cannot be larger than 3MB.

If you perform an import for both the SPS Import and the Import Text File, first import the text
file, then the SPS Import. The reason the import should be performed in this order is because
the Import Text File replaces all data and the SPS Import only replaces FTE, and expenditure
object A and B data

For Option 1 agencies, allotment details with an EA index will not be deleted, but will have
their EA index amounts added to any new amounts from SPS.

The Import file must be a text file.

By selecting the Delete Original/Replace radio button, this import will delete and replace all
data in the selected packet.

By selecting the Merge/Sum Amounts Together for Duplicates will merge all new data and sum
duplicate data amounts together, but will not delete data previously in the packet before the
import. This functionality would be used when you want to merge a text file into a packet that
already has data.

Allotment Type Code for the following:
Expenditure = EXP

FTE=FTE

Reserves = RES

Unallotted = UNA

Cash disbursement = CAD

Revenue = REV

Cash receipt = CAR
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For an unsuccessful import you will receive a Text Import Error Report. See Appendix 3 for
the required import format. The errors must be corrected before the import will upload
successfully. It is best to make your corrections in Excel rather than in the text file. The reason
is because the columns do not line up in the text file. After making corrections in Excel you
will need to save back to a tab delimited text file before importing.

IMPORT SPS DATA

The packet into which the data will be imported must exist prior to selecting the import tab.
Data can be imported into any packet in a status of draft or returned.
Can import a SPS Projection file into a packet that has existing data.

When the Merge/Sum Amounts Together for Duplicates radio button is selected this import
will merge any new data into the selected packet for FTEs and expenditure object A and B
only. Plus, if there is duplicate data (same coding structure and allotment detail for FTEs and
expenditure object A and B only) the amounts will be summed together.

When the Delete Original/Replace radio button is selected, this import will delete and replace
any data in the selected packet for FTEs and expenditure object A and B only. If importing
both the Text File and SPS Data, import the Text File first and then the SPS Data.

For Option 1 agencies, allotment details with an EA index will not be deleted, but will have
their EA index amounts added to any new amounts from SPS.

The Projection File list only includes projection files for the specific biennium of the selected
packet.

Both program index and EA index must exist in the SPS Projection File for the SPS data to
be imported into TALS-AMR.

The Salary & Benefit Rollup is referring to Expenditure Allotment Details EAIl and not FTE.

By selecting 001/996 Account, the FTEs that are 001 (GFS) will be imported as 001 and all
other FTEs will be imported as 996. If you have 001 (GFF), this will be imported as 996.

By selecting Account, the FTEs will be imported by account.

By selecting EAI, the FTEs will be imported by EAL.

By selecting No Object, FTEs will be imported with no object

By selecting Object, FTEs will be imported at the object level

By selecting Sub-Object, FTEs will be imported at the sub-object level

By selecting Sub-Sub-Object, FTEs will be imported at the sub-sub-object level

By selecting the Delete Original/Replace radio button, this import will delete and replace any
data in the selected packet for FTEs and expenditure object A and B only.

By selecting the Merge/Sum Amounts Together for Duplicates radio button, this import will
merge any new data into the selected packet for FTEs and expenditure object A and B only.
Plus, if there is duplicate data (same coding structure and allotment detail for FTEs and
expenditure object A and B only) the amounts will be summed together.
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EXPORT

Can only export one packet at a time.

2. Will export allotment data into tab delimited text file.

. If modifications are needed, it is best to save the export text file into Excel, make your changes,
save back to a tab delimited text file and then import back into TALS-AMR.

You can deselect the appropriate Export selections by clicking the check boxes.

5. When you want to modify the text file, it is best to make changes in an Excel file rather than in

the text file (the reason is because columns do not line up with the headings in a text file).
ONLINE VIEWS

Online Views are not intended for printing, however, can be exported by clicking Export Data.
Data will export in XML format and will include only Group Level 1 data. For optimal
printing of allotment data, use the AMR reports through Enterprise Reporting. See Lesson 15.

Online Views behaves differently depending on the Option of your agency. Since Option 1
agencies enter their expenditure data by Object and EAI separately they will also view that data
separately.

The Filter tab allows you to specify the data and level of detail you want to see and how that
data should be displayed to you on the screen. The filter contains 4 tabs:

e Packet — choice of expenditure, cash disbursement, cash receipt, and revenue component
information. Contains selections for packet number, purpose, status, program, and title.
You also have the choice of viewing expenditures, staff months, unallotted, and reserves
within the expenditures components.

e Organization — contains coding structure information for program, organization, and project
e Account — contains expenditure authority, account, and object choices
e Summary — lists the filter summary

Grouping and Displaying data — you will have the ability to create hierarchies of data by
selecting to display elements at a particular group level by using the Group Lvl. combo box.
Up to 4 group levels may be selected. Each group level is displayed in the online view as a
summary row with a “+” to expand the rows that contribute to that rollup. If the element is to
be displayed in the online view the Disp. box must be checked. You may specify criteria to
filter on or leave blank to return all data.

. A Group Lvl. must be chosen if a criterion is entered.

6. At least one element must be selected to display.

You may narrow Yyour filter by defining the criteria you wish to view. The Criteria may be
entered manually into the criteria box or click on the “...” for a list and make your selections
from the list. You may enter criteria up to 255 characters. A blank criteria box means all data
will be returned.

The ‘4’ indicates coding elements that contain hierarchically related data and can be expanded
to group and display by those elements. For example, Program expands into Program, Sub
Program, Activity, Sub Activity and Task.
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13.
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The criteria for these coding elements are entered in the text box next to its associated coding
level, or can be selected from the lookup dialog. You may enter a single criterion or multiple
criteria elements by separating them with a comma.

Click on the “...” at the left of the text box for the lookup dialog.
When delete is selected a confirmation dialog box will appear.

After you save the dialog box will reappear with the update. Click cancel to close the dialog
box. You will return to the previously expanded Online View. If one of your sort criteria is
something you change as an update or delete, the filter will re-run and may not display any
information.

For Option 1 agencies, if no criterion is selected for either Object or EAI on the Account tab,
Expenditures by Account or EAI will display by default. If Object criteria is selected on the
account tab, but no EAI criteria then the Expenditures by Object will display only. If both
Object and EAI criteria are selected on the account tab then both grids will be displayed.

PRE-RELEASE EDIT CHECK

You can select one or more packets to run the AMR Pre-Release Edits

There are three types of edits; critical, warnings and informational edits. A number of the
warning errors will prompt the user to provide an explanation in the packet for OFM about a
particular pattern or condition in the allotments. OFM will be able to see these warning
messages as well and will be looking for those comments. Your packet may be returned if the
requested information is not provided.

There are a couple of edit checks that compares allotments to actual. This edit check is only
performed on an Operating Initial packet purpose type when the Operating Initial packet
allotments deviate more than 10% from the historical actuals. When allotments deviate more
than 10%, a warning message will display on the AMR Pre-Release report. Also included in
this warning message is a link to a chart that will display the comparison.

The system won’t always provide a link depending on the type of error produced

Online views will appear behind the AMR edit report so you can minimize or cancel the report
(recommend minimizing if more than one error) or click on the online views in the background
and the error report will automatically be minimized.

Selecting the online view link from the AMR Edit Report will take you to the data that caused
the error in online views. To fix the error you must evaluate if the change needed is to the
allotment information or if another action must be taken. For example, if the error says “the
program index XXXXX does not exist in AFRS®, the fix may be setting it up in AFRS not
changing it in TALS AMR.

Going to online views through the AMR Pre-Release edit takes you to the data that caused the
error only. However, when coming to online views through AMR Pre-Release Edits, you do
not have the option to change your online views filter.

For more information regarding the edits, see appendix 4 — Pre-Release Edits, which identifies
the Edit #, Edit Type (Critical, Warning or Informational) and Description (and in some cases
gives more detail about the edit than the Pre-Release Edit report does).

The AFRS Edit checks will take a while to run (approximately 15 minutes).
You can select one or more packets to run the AMR AFRS Edits.
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11. Another option if you believe your packet is ready to submit to OFM is to skip the AFRS Edit
checks and instead select the Submit Packet(s). This option will run both the Pre-Release edit
checks and the AFRS Edit check, if there are critical errors for either the Pre-Release or AFRS,
the packet will not be submitted and an edit report. If the packet was not submitted due to an
error, check the Most Recent Edit Report to view the error.

12. If there are critical AMR Pre-Release errors, you must correct the critical ARM Pre-Release
errors before the AFRS Edit check will run.

13. Once the Run button is selected a Traffic Light Indicator will appear in the row of the
selected packet(s). When performing an AFRS edit check you will get a yellow traffic light
while it is running through the edit checks. It will remain yellow until AFRS edit checks has
finished. You will receive an e-mail indicating whether AFRS has passed or you have errors.
Note: You will need to refresh the screen; this can be accomplished by clicking on the View
Packet List tab at the top of the page or the Rows Load button. If the packet has passed the
AFRS edit checks, when you refresh your screen the traffic light will disappear. If AFRS edit
checks has failed you will receive a red traffic light.

14. If you receive a red traffic light, this means you have AFRS critical errors that will need to be
corrected before submitting your packet to OFM. The red traffic light will remain red until the
AFRS critical errors are corrected and the AMR AFRS Edit report is run again.

15. The AFRS errors messages maybe difficult to understand what needs to be corrected in order to
fix the error. If you have questions, contact the DES Solutions Center.

16. If your packet has failed the AFRS edits check, you will also receive the following email
message.

17.The last sentence of the email says to view the latest Prerelease report; to view run the Most
Recent Edit Report. The Most Recent Edit Report can be found on the View Packet List screen
on the right hand side of the screen. The Most Recent Edit Report will allow you to view the
AFRS and AMR edits. Most edits will have a link to Online Views. From Online Views, you
will see the data that caused the error.

18. The Submit process will run through both the AMR and AFRS edit checks, which will take a
while to run (approximately 15 minutes).

19. You can select one or more packets to run the Submit Packet(s).

20. Once the Run button is selected a Traffic Light Indicator will appear in the row of the
selected packet(s). When performing an AFRS edit check you will get a yellow traffic light
while it is running through the edit checks, it will remain yellow while running the AFRS edits.

21. After the AFRS edits have run (approximately 15 minutes) you will need to refresh the screen,
this can be accomplished by clicking on the View Packet List tab at the top of the page or the
Rows Load button.

22. The packet will remain in Pending status until OFM has opened the packet.

23. If you receive a red traffic light, this means you have AFRS critical errors that will need to be
corrected before submitting your packet to OFM. The red traffic light will remain red until the
AFRS critical errors are corrected and the packet is submitted again.

24. The AFRS errors messages maybe difficult to understand what needs to be corrected in order to
fix the error. If you have questions, contact the DES Solutions Center.
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The last sentence of the email says to view the latest Prerelease report; instead run the Most
Recent Edit Report. The Most Recent Edit Report will allow you to view the AFRS and AMR
edits. Most edits will have a link to Online Views. From Online Views, you will see the data
that caused the error.

In order for a user to recall a packet, they must be set up with the security to submit a packet.
The Recall Packet function can only be performed on a packet in Pending
Once the packet has been recalled the packet is no longer viewable by OFM

CHART FEATURES

When selecting the Chart tab and viewing a chart, it is important to know the allotment data is
only data for Operating packets in Pending, Review and Approved packet status.

Actual data is from the prior biennium. If there are months that are not closed from the prior
biennium, the data included will be prior biennium allotments.

Charts can also be found when running a Pre-Release Report for an Operating Initial Allotment
packet only. However the only time a chart can be viewed from the Pre-Release Report is if
the data in the Operating Initial Allotment packet caused a warning edit. There will be a link to
the Chart. The allotment data in this chart does include Draft allotment data from the selected
Operating Initial Allotment packet.

By default the first chart that is viewable is Allotted vs. Past Biennium Actual Expenditures-by
Account.

By default the Format is Percentages.

The account choices will be the accounts for Operating data only and in Pending, Review and
Approved Statuses.

FY1 compares the first fiscal year of allotments to the first fiscal year of expenditures from the
past biennium. FY2 compares the second fiscal year of allotments to the second fiscal year of
expenditures from the past biennium.

The charts print in Portrait, in order to change to Landscape you will need to change manually.

REPORTS

In the AMRO002-Allotment Expenditure Detail report FTE is by GFS and other only — if detail
by account is needed use the AMROO2FTE report.

In the AMRO0O03-Allotment Revenue Summary the categories are State, Federal, and
Private/Local.

COPY FEATURES

Any packet can be copied from, but only packets in draft status can be copied to.

You do not need to select a packet purpose; you may go directly to Packet and make your
selection.

When a user wants to merge multiple packets and reverse the signs, here are the steps: First
merge all the packets you want to merge into one packet, create a new packet, copy the packet
with the merged packets into the new packet and reverse the sign.

Only one coding structure can be copied at a time.

For the copy coding structure the Biennium, Packet Purpose, and Packet are not options at this
time and are grayed out.
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REVIEW ISSUES

Issues and responses can only be added to packets in review and returned status. Issues and
responses can be viewed, but not changed in packets with approved status.

. The title is displayed on the review issues screen. The body of the issue can only be seen when
you expand the issue by selecting the “+”.

. For a dropdown list select the “...”.

. You can remove Online Views links from the Selected Links box by highlighting the link and
clicking on the left-handed directional arrow.

. You have the option to specify an Attachment Title. If an Attachment Title is not entered, it

will default to the File name.

. Attachments can be Word, Excel, or PDF formats, and are limited in size to 3MB.

FEATURES NOT INCLUDED IN INITIAL PACKET PREPARATION
Quarterly Allotment Amendment

. The adjustment amount field was created to allow agencies to move allotment capacity from
closed fiscal months without skewing the current month or changing the official allotment
record for closed months. The total adjustment from closed months can be placed into the
adjustment month field and the current month amount will contain the actual change desired for
that month. The adjustment amount will show as a separate entry on the TALS-AMR reports.
The adjustment amount will however be posted to AFRS in the current fiscal month.

Unanticipated Receipt

. The unanticipated receipt (UAR) packet purpose requires that you use the unanticipated receipt
form from within the application. This keeps all documentation of the UAR in one location.

. When establishing an UAR you must set up an Appropriation Index through the AFRS tables
as described in the Allotment Instructions and the State Administrative and Accounting Manual
(SAAM) with at least one of them having an appropriation type of a 3 or 9. This information
must be in the AFRS tables before you submit your UAR or it will not pass the pre-release
edits.

For capital UAR packets, you must establish your coding in AFRS prior to creating the
allotment in order for the capital project number to be editable in the system.

. All UAR packets must include an attachment of the grant award.
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APPENDIX 2 —= REPORT SAMPLES

See Report Descriptions and Samples document.
http://bass.ofm.wa.gov/basspr/library/report_tutorial _appendix_2.pdf

APPENDIX 3 = IMPORT TEXT FILE SPECIFICATIONS

EXP=Expenditures
FTE=FTE

RES=Reserves
UNA=Unallotted
REV=Revenue
CAD=Cash Disbursements
CAR=Cash Receipts

See Import Specifications Document.
http://bass.ofm.wa.gov/basspr/library/import _spec _appendix_3.pdf

Note: The Field Names are the column headings for the import text file template. See attached.

L@j

ImportTextFileTempl
ate.xls
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http://bass.ofm.wa.gov/basspr/library/report_tutorial_appendix_2.pdf
http://bass.ofm.wa.gov/basspr/library/import_spec_appendix_3.pdf

Type — C= Critical W= Warning I= Informational
Edit | Type Description
#
2 C A packet explanation is required for operating quarterly amendment
allotments.
The total federal allotted expenditure dollar amounts must match the total
federal revenue allotment dollar amounts.
The total local allotted expenditure dollar amounts must match the total
local revenue allotment dollar amounts.
The difference of the total allotment FTE amounts compared to the total
FTE amounts on the EA schedule must not be more than plus or minus
one FTE. Note: this check will only be performed against operating FTES
if only operating packets are submitted and against capital FTEs if only
capital packets are submitted.
7 wW The total intra-agency transfer (object T) allotment dollar amounts must
net to zero at the agency level.
9 wW The difference of the total allotted expenditure dollar amounts by object,
fiscal year, and agency appropriated level compared to the actual amounts
from the previous biennium must not be more than ten percent for initial
operating packets. The agency appropriated level will be the agency level
except for agency 300, which will be the program level.
10 wW The difference of the total allotted expenditure dollar amounts by fiscal
year and program level compared to the actual amounts from the previous
biennium must not be more than ten percent for initial operating packets.
12 wW The difference of the total cash disbursement allotment dollar amounts by
account and month compared to the actual amounts from the previous
biennium must not be more than ten percent for initial packets.
13 wW The difference of the total cash receipt allotment dollar amounts by
account and month compared to the actual amounts from the previous
biennium must not be more than ten percent for initial packets.
14 wW The difference of the total revenue allotment dollar amounts by account,
major source, and source compared to the total revenue dollar amounts on
the EA schedule must not be more than ten percent. The check will
compare biennial amounts.
16 C The total appropriated allotted, unallotted, and reserve expenditure dollar
amounts must match the total appropriated expenditure dollar amounts on
the EA schedule for official non-unanticipated receipt packets. Note: this
check will only be performed against operating amounts if only operating
packets are submitted and against capital amounts if only capital packets
are submitted.
17 W The total non-appropriated allotted, unallotted, and reserve expenditure
dollar amounts must match the total non-appropriated expenditure dollar
amounts on the EA schedule for official non-unanticipated receipt
packets. Note: this check will only be performed against operating
amounts if only operating packets are submitted and against capital
amounts if only capital packets are submitted.

3

g g =

20 C Allotments must be made at or below the subprogram level for
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expenditure authority on the EA schedule at the subprogram level.

21 C Allotments must not be made in closed months except for initial packets.

22 C The total unallotted expenditure dollar amounts by EA code must not be
less than zero.

23 C The total reserve expenditure dollar amounts by EA code must not be less
than zero.

26 C Amounts can only be allotted in the fiscal period specified by the EA
code on the EA schedule.

27 C An organization index used in a coding structure must be predefined in
AFRS.

28 C A program index used in a coding structure must be predefined in AFRS.

29 C A capital program index cannot be used in a coding structure of an
operating packet.

30 C An operating program index cannot be used in a coding structure of a
capital packet.

32 C A budget unit used in a coding structure must be predefined in AFRS.

33 wW A budget unit used in a coding structure must match the budget unit of the
organization index used in the coding structure, if an organization index is
used.

34 C An AFRS project used in a coding structure must be predefined in AFRS.

35 wW An AFRS project used in a coding structure must match the AFRS project
of the organization index used in the coding structure, if an organization
index is used.

36 C An AFRS subproject used in a coding structure must be predefined in
AFRS, and must be a valid AFRS subproject of the AFRS project used in
the coding structure.

37 wW An AFRS subproject used in a coding structure must match the AFRS
subproject of the organization index used in the coding structure, if an
organization index is used.

38 C An AFRS project phase used in a coding structure must be predefined in
AFRS, and must be a valid AFRS project phase of the AFRS subproject
used in the coding structure.

39 wW An AFRS project phase used in a coding structure must match the AFRS
project phase of the organization index used in the coding structure, if an
organization index is used.

40 C A major source used in an allotment detail must be predefined in AFRS.

41 C A source used in an allotment detail must be predefined in AFRS, and
must be a valid source of the major source used in the allotment detail.

42 C A subsource used in an allotment detail must be predefined in AFRS, and
must be a valid subsource of the source used in the allotment detail.

43 C An object used in an allotment detail must be predefined in AFRS.

44 C A subobject used in an allotment detail must be predefined in AFRS, and
must be a valid subobject of the object used in the allotment detail.

45 C A subsubobject used in an allotment detail must be predefined in AFRS,
and must be a valid subsubobject of the subobject used in the allotment
detail.

46 C An EA index used in an allotment detail must be predefined in AFRS. A
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capital EA index cannot be used in an allotment detail of an operating
packet. An operating EA index cannot be used in an allotment detail of a
capital packet. An EA index with an unanticipated receipt EA code
cannot be used in an allotment detail of a non-unanticipated receipt
packet.

47

An account used in an allotment detail must be predefined in AFRS.

49

An organization index must be used in the coding structure of an
allotment detail that contains an EA index that requires an organization
index.

52

The total reserve expenditure dollar amounts by account, EA type, fiscal
period, and EA character along with the total reserve expenditure dollar
amounts on the EA schedule for legislative reserve packets must equal.

53

The total reserve expenditure dollar amounts by account, EA type, fiscal
period, and EA character along with the total reserve expenditure dollar
amounts on the EA schedule for governor’s reserve packets must equal.

54

An EA index containing an EA code with an EA type of X cannot be used
in an allotment detail.

55

The total allotted expenditure dollar amounts by coding structure, object,
and month must match the total allotted expenditure dollar amounts by
coding structure, EA index, and month.

56

An expenditure component explanation is required if reserve dollars exist.
Go to the expenditure coding structure screen for the packet and select the
“Comment” tab. Enter your comments in the Agency External Comment

field.

57

An expenditure component explanation is required if unallotted dollars
exist. Go to the expenditure coding structure screen for the packet and
select the “Comment” tab. Enter your comments in the Agency External
Comment field.

59

This is an information message identifying there are non-budget EA
indexes in the packet.

60

An EA code of an EA index used in an allotment detail must exist on the
EA schedule for official non-unanticipated packets except for EA codes
of 7296, 7297, 798, and Z99.

61

A major source of 07 cannot be used in revenue or cash receipt allotment
details.

62

A major source of 09 cannot be used in revenue or cash receipt allotment
details.

64

A program index and organization index used in a coding structure must
match a valid program index and organization index combination for
agency 300, if both a program index and organization index are used.

65

A program and EA index used in a coding structure must match a valid
program and EA index combination for agency 300, if both a program
and EA index are used.

68

Object F or W amounts are required to match the amounts for non-
budgeted EA indexes by month.

69

An attachment is required for Unanticipated Receipt packets. Please
attach grant documentation.

70

The Unanticipated Receipt Form must meet certain requirements.
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71

Unanticipated Receipt packets must have an allotment amount entered for
Reserves when the "Yes" is selected for question number 1 on the
Unanticipated Receipt Form.

72

Unanticipated Receipt packets must contain at least 1 expenditure,
unallotted or reserve allotment with an EA Type 3 or 9.

73

The allotment packet does not have amounts entered

74

Internal packets can only use unanticipated receipt EA codes when it has
been used in an unanticipated receipt packet prior to the selected Internal
packet.

75

For each unanticipated receipt ea code that is used in an internal packet,
the sum of allotted, unallotted and reserve expenditures must net to zero.

76

For Operating Initial, Operating Supplemental 1 and 2 packet purpose
types there must be cash disbursement allotment detail amount(s) when
there is allotted expenditure detail amount(s) (except for DSHS, which is
only for submitted draft initial operating packets).

77

For all official packet purpose types, except Operating Initial, Operating
Supplemental 1 or 2 or Revenue and Cash Adjustment packet purpose
types must have a cash disbursement allotment detail amount(s) when
there is allotted expenditure detail amount(s) (except for DSHS, which is
only for submitted draft operating packets other than initial, supplemental
one, supplemental two, and revenue/cash adjustment packets).

78

For Operating Initial, Operating Supplemental 1 and 2 packet purpose
types there must be cash receipt allotment detail amount(s) when there is
revenue allotment detail amount(s) (except for DSHS, which is only for
submitted draft initial operating packets).

79

For all official packet purpose types, except Operating Initial, Operating
Supplemental 1 or 2 packet purpose types must have a cash receipt
allotment detail amount(s) when there is allotted revenue detail amount(s)
(except for DSHS, which is only for submitted draft operating packets
other than initial, supplemental one, and supplemental two packets).

80

Accounts 03K, 277, 290 must only be in operating allocation and internal
packet purpose types.

81

The total of allotted, unallotted, and reserve for accounts 03K, 277, 290
must not exceed the EA Schedule, but can be less than the EA Schedule.

82

Accounts 03K and 290 must not be used in Revenue and Cash Receipt
components.

83

For DSHS, when submitting a returned packet the total of appropriated
allotted, unallotted, and reserve by program and EA code must match EA
schedule (every EA code amount within the program for the packet being
submitted must match the EA schedule).

84

For DSHS, when submitting a returned packet the total of non-
appropriated allotted, unallotted, and reserve by program and EA code
must match EA schedule (every EA code amount within the program for
the packet being submitted must match the EA schedule).

85

For DSHS, when submitting a returned packet the total of non-
appropriated allotted, unallotted, and reserve at the agency level and EA
code must match EA schedule (every EA code amount within the
program for the packet being submitted must match the EA schedule).

86

The total of allotted, unallotted, and reserve for accounts 03K, 277, 290
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must not exceed the EA Schedule, but can be less than the EA Schedule.

87

The system requires that the total of allotted, un-allotted, and reserve for
each appropriated expenditure authority code in the selected Allocation
packet match the EA schedule for official packets.

89

The system requires that the total of allotted, un-allotted and reserve for
each appropriated expenditure authority code for an Operating Quarterly
(2-8) must net to 0 in each packet.

90

The system requires that the total of allotted, un-allotted and reserve for
each appropriated expenditure authority code for Internal packet must not
be greater than O for the selected Internal and previously submitted
Internal Operating or Capital Internal packets.
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